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1. In the My Appeals screen, select Schedule Appeal/Application from the drop-down 
Action menu items 

 
2. Select the applicable Hearing Type 

 

3. Answer the mandatory questions 

 
4. Under the scheduling questions, click on the Magnifying Glass 
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5. Search and select hearing date 

 
6. Click on Proceed to submit the request 

 
7. You will be redirected to the My Appeals page and receive a system generated email 
acknowledging that the request has been received. Once your request has been processed, 
you will receive another email either confirming the hearing date has been set or 
notifying you that the request was not approved.  

 

 
Select date range 
and click Search 

 
Click date to 
make selection 

 
Under the Restrictions 
column, look to see if date 
not available for booking 


