
Appeal Process Steps 
 

Filing an appeal:  
 
If you choose to file an appeal, it must be done through your ScholarTrack account.  
 
Once you are logged into your ScholarTrack account, you should follow these next steps to successfully submit your 
appeal.  
 
1. Click the State Aid & Resources tab, then click My Appeals. 
 

 
 
 
 
 
 
 
 



2. Now, click the Submit New Appeal button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Read the terms for submitting an appeal. If you 
understand the terms and want to open a new appeal, 
check the box stating so and click continue. 
 
 
 
 
 
 
 
 
 
 
 
 



4. On the next screen, you will see the 5 steps to submitting an appeal at the top of the screen. 
 
They are as follows: 

1) Appeal Information 
2) Narrative Explanation 
3) Supporting Documentation 
4) Certification 
5) Confirmation. 

 

 
 
 
 
 
 
 
 
 
 
 



This screen will also have you would pick the reason(s) for your appeal. In this case, they did not meet the credit 
completion requirements, so this should be one of the options they choose. After picking the reason(s) click 
continue. 
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5. For the Narrative Explanation you should use the space provided to describe your reason for 
appealing. 

• NOTE: You are limited to 500 words. 
 
Once you complete this step, click continue. 
 

 
 
 
 
 
 



6. The Supporting Documentation tab is where you will upload any and all of documentation you have available 
to support your appeal. After you have uploaded your supporting documents, click continue. 
 

 
 
 
 
 
 
 
 



*To find more information about required supporting documentation, you can follow the link below: 

• https://www.in.gov/che/4500.htm 

• Once there you should be able to see general information about appeals, along with links for types of financial 
appeals and required supporting documentation. (Shown below) 

 

 
 
 
 
 
 
 
 
 
 

https://www.in.gov/che/4500.htm


7. The Certification tab is where you will submit your electronic signature. 

• NOTE: By typing your name and checking the box, you are signing this form electronically. You agree your 
electronic signature is the legal equivalent of your manual signature. Further, you attest all information provided is 
true and correct to the best of your knowledge. 
 

 
 
Once you complete this step, click save. Clicking save will submit your appeal. 
 


