
Completing the Satisfactory Academic 
Progress Appeal in ProEd



Log in to CUNYfirst, access your Student Center, locate 
your To Do List, and select the ProVerifier SAP Appeal 
checklist item.



Once you click on the SAP checklist item, select the 
link provided to begin the appeal process.



Enter your demographic information, Social 
Security Number and a valid email address. 
Please ensure the following:

• Enter your first and last name exactly as they 
appear on your FAFSA.

• Verify that your email address is correct and 
accessible. An invalid email address will 
prevent you from continuing the process.

• Review all information carefully before 
clicking Begin Signing.



Next, log in to the email account you provided and look 
for the ProEd Sign email. Then, click the Start Signing 
button to continue.



On this screen, click Proceed to Document to launch 
the appeal form.



Please read the Electronic Record & 
Signature Disclosure. Once you have 
reviewed and understood it, check the 
confirmation box and click Agree & 
Continue.



Enter your first & last name, ensuring they match the information on 
your FAFSA form. Then, enter your CUNYfirst ID. 

Note: Be sure to enter the correct ID number, as incorrect information 
may delay processing and prevent the form from matching your 
CUNYfirst account.

Review the SAP Policy. After reviewing it, check the box to acknowledge 
your review of the policy.



Carefully review the circumstances and the list of acceptable 
documentation. This step is important, as you are required to upload 
supporting documentation. Once you have determined which 
documents you will submit, attach them using the Attachment option.

In this section, you must upload a copy of your *BMCC Transcript. 

*To access your transcript, log in to CUNYfirst account &  go to Student Center. Select 
Transcript and Verification, then View Unofficial Transcript. Choose Borough of Manhattan 
Community College and click Submit. Disable your pop-up blocker, download the PDF and save 
it to your device for upload in the appeal system.



The following page will prompt you to provide your 
personal statement. In Question 1, you will need to 
explain to the committee the reason(s) you were unable 
to meet Satisfactory Academic Progress (SAP) 
requirements. Please provide a detailed explanation.

Question 2 asks you to explain how your circumstances 
have changed since the time you were unable to meet 
SAP requirements. Describe the changes that have 
occurred, why these changes will help you improve your 
academic performance and how they will enable you to 
meet SAP requirements and successfully achieve your 
educational goals.



Question 3 asks you to outline your academic plan. Describe 
the specific actions and strategies you will use to stay on 
track and successfully complete your educational goal.

Next, you will need to upload a copy of your Academic Plan. 
Please ensure that you submit the correct plan for the 
semester in which you are enrolled. If you have an assigned 
academic advisor or are a student in the College Discovery 
(CD), ASAP or BMCC Learning Academy (BLA) program, 
please contact your assigned advisor for assistance.

If you are not enrolled in a cohort program and do not have an 
assigned academic advisor, please email the Academic 
Advisement & Transfer Center at TitleIV@bmcc.cuny.edu. An 
advisor will be assigned to assist you with completing the 
required SAP Academic Plan.

mailto:TitleIV@bmcc.cuny.edu


Once you have completed all of the previous steps, you will need 
to electronically sign the form. Before doing so, please ensure the 
following:

• You have entered your correct first & last name, as well as 
your EMPLID.

• You have uploaded all required supporting documents, 
including your BMCC transcript.

• You have answered all three questions thoroughly and in 
detail.

• You have uploaded the correct Academic Plan for the 
semester you are appealing.

After confirming that you have completed all of these steps, you 
may electronically sign and submit the form.



What's Next?

Although you have submitted your appeal through our web portal, 
the process is not complete until you finish the final step.

You must schedule an appointment with the Counseling Center. 
During your appointment, a counselor will review your case and 
upload their remarks to your appeal.

Once the counselor's remarks have been submitted, the 
Registrar's Office will review your appeal to verify that all required 
documentation has been uploaded and that the appeal is 
complete. If any information is missing or additional 
documentation is needed, a staff member will return the appeal 
for revision. If this occurs, please carefully review the revision 
request and follow the instructions provided.

To schedule an appointment with the Counseling Center, please 
call 212-220-8140 between 9:00 a.m. and 5:00 p.m.



SAP Appeal Process Recap

You have reached the end of the SAP Appeal process. Please review the steps below to ensure your appeal has been completed successfully:

• Access your SAP Appeal by logging into your CUNYfirst account, selecting the ProVerifier SAP Appeal checklist, and clicking the link 
provided.

• Enter your correct demographic information and email address to receive access to the appeal form.
• Complete the appeal form by entering your first name, last name, and CUNYfirst EMPLID.
• Upload all required supporting documentation.
• Upload a copy of your BMCC transcript.
• Upload the appropriate Academic Plan for the semester in which you are appealing.
• Provide detailed responses to Questions 1, 2, and 3.
• Electronically sign and submit your SAP Appeal.
• Schedule and attend an appointment with the Counseling Center.

What Happens Next?

Once all required steps have been completed, your appeal will be reviewed by the SAP Appeals Committee. The committee will evaluate your 
submission and determine the outcome of your appeal. Please check your email regularly, as all updates and the final decision regarding your 
appeal will be sent through an automated email notification system.
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