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To begin a new allegation, click the “Create New Allegation” button.

https://my.business.illinois.edu/fair
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Select the term and course (and section if known). 

Click the ‘Select Students’ button to select all students 
to be named in the allegation.  You can also upload a 
.csv file containing students netids. A case will be 
opened for each student named in the allegation.

Select the type of violation. 
(https://studentcode.illinois.edu/article1/part4/1-402)
If selecting ‘Other’ be sure to outline the allegation in 
clear detail in the ‘description of the allegation’ field.

https://studentcode.illinois.edu/article1/part4/1-402
https://studentcode.illinois.edu/article1/part4/1-402
https://studentcode.illinois.edu/article1/part4/1-402
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Select the date of submission of the evaluated work if 
known, or the due date of the evaluated work.

Enter in the description of the allegation, including 
the evidence collected.

Upload any supporting documentation for the 
allegation.  If you do not want students to be able to 
view the uploaded document(s), you will want to 
select a different option than the default under “Who 
can see this?”

Click the ‘Create Notification Letter’ button.
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The letters you are about to send to the students will come up for you to review. The yellow highlighted areas are 
the areas of content that you entered on the previous screen. The rest of the content is the template from the 
college. Each student will receive their own letter. Please review the letters and then click the ‘Send Notification’ 
button. The system will ask you to confirm the list of students to whom you’re about to send letters of 
notification. Once sent, you should see:

You have successfully sent your notification letter(s). Please notice your open academic integrity violation cases 
listed below. The student has 10 business days to reply to your allegation. When the student replies, or in 10 
business days (whichever comes first), you will be notified by email to review the case and submit your findings.



Once the student responds to the 
allegation via the FAIR system, or the 10 
working days from the notification to 
the student has passed, you will receive 
an email with a link to enter your 
finding.  You can also go into the FAIR 
system portal to view your cases.

Once in the FAIR system, you will see a 
page containing the student’s 
information, a copy of the initial 
allegation and any comments the 
student made in their online response.

You can enter any notes about the 
student’s response and then begin the 
process of entering your finding.



If your finding is the student has committed 
an academic integrity violation, select that in 
the drop-down menu and select a Sanction.

If you feel the student should be suspended 
from the university for this infraction, check 
the suspension box.

Enter in your finding of fact, based on all 
evidence provided.  You can upload additional 
supporting documents if necessary.

Click the ‘Save decision and create 
notification letter’ button when finished.



Review the findings letter you’re about to send to the student, then click the
‘Send Notification’ button.

You will be able to see all your current and past allegations/cases at
https://my.business.illinois.edu/fair.
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