Walden University
Satisfactory Academic Progress (SAP) Document Portal Instructions

This information sheet will assist you with submitting a SAP appeal.

Please Note: If this is your first time logging in myFinAid Document Portal, you will be required to enter
your first name, last name, SSN, and date of birth as it appears on your Free Application for
Federal Student Aid (FAFSA®).

Step 1: Once you are on your myFinAid Welcome page:

¢ Onthe left side click on “Documents & Messages”

Welcome

Documents & Messages

¢ Scroll down and then click on “View Forms Here”

View Forms Here

e Choose the “Click Here” button to access the myFinAid Document Portal

Forms

The following forms are available for download on the myFinAid Document Portal. To access the request button click here.

Step 2: Once in the myFinAid document portal, you will select the “Manage Requests” button located
on the top right.

Manage Requests

Step 3: A list of requests will appear — choose “SAP Appeal” and the square PLUS sign that
corresponds to the most current award year. If the square PLUS sign is grayed out, that means
you have already requested an appeal for that award year or that appeal is no longer available.
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Manage Requests

ou can reguest to open an appeal or upload a specific document or close the request if you no
longer wish to proceed. If you are unsure which award year to choose for a request, please confirm
with your school

Request Type 2022-2023 2021-2022

SAP Appeal

Step 4: A window will appear for you to type a statement explaining the reason for requesting the
SAP Appeal. Once you complete your statement, click “Submit”.

Add Request

SAP Appeal -- 2021-2022

Please explain your reason for this request.

Characters left: 255/255

Step 5: After you will click "Submit", a confirmation box will appear — click “OK”.

Success

Your request has been successfully created!

Step 6: Click the “Appeals” button on the left and a tile will appear showing your SAP Appeal task.

E Needs Action
Appeals
Verification

;& 2021.2022 SAP Appeal
) Appeals Status: Collecting Documents
I Other Docs @ MeedsAction 1
° . @ Submitted 0
- Activity

E ContactUs
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Step 7: Click in the tile box to see the SAP Appeal task.

2021-2022 SAP Appeal

Below s thelr Clickonan

> SAPAppeal

Step 8: Click the left black and white arrow button to display the SAP appeal form and then click the “Fill

Out” button to start completing the SAP Appeal Web Form.

2021- 2022 SAP Appeal

Belaw s thelist o tems the OfSce of Fin compiste for the sadisf edlist of raquinements

i SAP appesl you must complete the SAF Appes! web

O sepagpealweb o= @

Step 9: Read the instructions and click “Continue”.

2021/2022 Satisfactory Academic Progress Appeal

> Instructions
Demographics

Instructions

V¥ SAP Appeal

‘orm When completing the webform you must powlde the follaw

P—
‘Appeal Status: Open

pour signed statement:

EFilod

tactory acaemi the receiptof

i probation
izl Aid Terms 2nd Conditions.

Statement i i o i * Walden Universiy Sat

To appeal the cancellaion of your pending federal aid, you must nexpected, unusul,

5 Return to Student Taske eyt

Step 10: Your demographics will appear — click “Continue”.

Academic P Appeal
Instructions Demographics
> Demographics Please correct the fol lowing information if needed.
Statement

~First Mame:

~Last Name:

% RetumtoStudent Tasks

Testing

related to the COVID - 19 national emergency, aflected your abilty to progress at the required rae.
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Step 11: Read the Statement Instructions and then do the following:

enter your appeal explanation in the box,

>
> check the “l will provide supporting documentation”, and
» click “Continue”.

Request to extend financial aid eligibility:

Required: enter your statement

D 1vill provide supporting documentation

Step 12: Enter your E-Sign Password at the bottom of the page and then click the “E-Sign” button. Your
E-Sign password is the password you use to log in to you myFinAid Document Portal account.

- E-5ign Password @

Optout of E-Sign @ Na

Step 13: Once you have completed E-Signing your document, you will receive a success box — click

Ilo K” X

Success

ou have successfully E-Signed your document, and it has been automatically uploaded into our
system.

Based on the answers you provided, you must upload the following documents:
* Supporting Third Party Documentation 1

ou will now be redirected back to your current tasks.
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Step 14: You are now required to upload your supporting third party documents by clicking “Upload”.

2021-2022 SAP Appeal

Belowisthelistof Office of Financial A

Clickonan

requirement;
V¥ SAP Appeal

Academic

Youmay be required

your

) Request to extend financialaid ligbilfty.

Appeal Status: Open

@ 5aP Appesl WebForm ©

@Filout
Download

SAP Request Formpdf

DateFilled Out
04/28/2022
O Upload Supporting Documenttion @

Muplozd

Step 15: Once all pages have been uploaded, click “Submit”.

2021- 2022 SAP Appeal

Financial Ai

a q

I ¥ SAP Appeal

Youtoai

M) Request to extend financial aid elgibility.

‘Appeal Status: Open

@ sapappesiwes Form ©

Fillout
Download

DateFilled Out
‘SAP Request Formpdf

04/28/2022
@ Upload supporting Documentation @ addpagel)
Filename Date Uploaded
[®] &P Documents pdf 04/28/2022

Step 16: You must click the “Finish” button for the Office of Financial Aid to receive your SAP appeal
documentation.

2021-2022 SAP Appeal

Aneryouch il e reventeg fram makingurthe changes i your e ae eing
> SAPAppeal v
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Step 17: Click the “Appeals” button on the left once more to see that all items for the task have been
submitted, the status is “In Review” and zero items need action. If you still see a number listed next
to “Needs Action” you will have to go back into the SAP Appeal Task and complete any items that are

still showing in red.

E Needs Action
Appeals

Verification
A 20212022 SAP Appeal

) Appeals

- Other Docs @ Heeds Action 0
[ ] .. @ Submitted 1
- Activity

E Contact Us
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