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Introduction to academic misconduct 
Academic misconduct is any inappropriate activity or behaviour by a student which may give that 

student, or another student, an unpermitted academic advantage in a summative assessment and is 

unacceptable within the University’s scholarly community.  

Where a member of staff suspects that academic misconduct has taken place, they may report the 

matter in writing to relevant Academic Misconduct Officer (AMO) of the School/Department in which 

the work was undertaken, providing reasons and any relevant evidence.  

The Academic Misconduct System digitalises the full academic misconduct procedures at UNNC stage 

and this user guide enables staff to report suspected academic misconduct case in the system 

appropriately. To report a case, please fill in the Academic Misconduct Reporting Form on UNNC portal 

and submit it for School/Department AMO’s consideration following the steps described in this user 

guide.  

For more details about academic misconduct regulations, please refer to Academic Misconduct Policy 

and Procedure. For any technical issues with task processing, please contact the Academic Misconduct 

team at academic-misconduct@nottingham.edu.cn providing a description of the issues with relevant 

screenshots. 

 

 

System processes overview 

 

  

Reporting of 
suspicion of 

academic 
misconduct

School 
investigation

Outcomes 
from School 
Investigation

Academic 
Misconduct 
Committee 

(AMC) 
Consideration

Further steps

Current step 

https://portal.nottingham.edu.cn/
https://www.nottingham.ac.uk/qualitymanual/assessment-awards-and-deg-classification/pol-academic-misconduct.aspx
https://www.nottingham.edu.cn/en/academicservices/academic-misconduct/academic-misconduct.aspx
mailto:academic-misconduct@nottingham.edu.cn


 

2 
 

Academic Services Office 2024 

 

1. Reporting a suspicion of academic misconduct 

Access the reporting form 
Where a member of staff suspects that academic misconduct has taken place, the first step is to access 

the online reporting form to report the matter to the School/Department. 

Detailed steps: Log in to UNNC portal (https://portal.nottingham.edu.cn/)→click 1 ‘BPM’→2 ‘New 

Submission’→3 search for ‘misconduct’→4 ‘New’ 

 

 

Complete the reporting form 

Section 1 Reporter Information 
Please read the note on the top of the reporting form carefully before starting to fill the form. Your basic 

information as case reporter is pre-populated by the system. Please indicate the reporter category that 

you belong to. If your category is not listed, please select ‘other’ and fill in the specific category/role in 

the text box that appears below. 

1 

2 

3 

4 

https://portal.nottingham.edu.cn/
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Section 2 Student Information 
Please enter in Section 2 the basic information about the student who is suspected of academic 

misconduct. 

Detailed steps: Click the white button next to section heading (step 1) → search for student name/ID 

(step 2 and 3) → select the student and confirm (step 4 and 5). 

 

Click here to search for student information 

Select the category of reporter above 

1 

Click here to view user guide 
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Section 3 Academic Misconduct Report 
Please provide detailed information about the suspected academic misconduct and provide evidence. 

(1) Input module(s) where academic misconduct may have occurred.  

Detailed steps: Click the white button next to section heading (step 1) → search for module name/ID 

(step 2 and 3) → select the module and confirm (step 4 and 5).  

It is required to fill in the fields of ‘Module code’, ‘Module name’ and ‘Offering School’, and the 

remaining fields can be left blank. 

 

 

Search for student name/ID below 

Tick the box 

Click here to add more modules 

Click here to remove module 

2 3 

4 

5 

Click here to search for module information 

 

1 

PS: If you choose to enter the module information 

by yourself, please type the full name of School/ 

Department in the textbox of ‘Offering School’. 
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(2) Please provide detailed description of the suspected academic misconduct and upload relevant 

evidence and/or report (if applicable). 

If the evidence cannot be uploaded due to format issues, please convert the evidence into a compressed 

file (zip file) and submit it. 

 

 

Search for module name/code below 

Please check 2nd column ‘academic year’ before confirm 

2 3 

Tick the box 

4 

5 

Please provide details of the case here 

Click here to delete evidence 

Click here to preview the evidence 
Upload evidence here  

Click here for more information 

about types of academic misconduct 
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(3) Select the type of academic misconduct case. Please indicate whether or not the report relates to 

Extenuating Circumstances (EC) claims. 

 

 

Submission of reporting form 
Once you have completed the Academic Misconduct Reporting Form, please submit the form by clicking 

‘Submit’ button at the top of the page and then clicking ‘OK’ in the pop-up window. 

 

 

Provide additional information 
The reported case will be considered by relevant School/Department AMO. If further 

information/evidence is needed, AMO may return the reporting form to you (the submitter) in the 

system with a message. In this case, you will receive an automatic reminder email from BPM. Please 

read carefully the notification email and make revision to the reporting form as requested. 

There are two options to reopen the reporting form you have submitted. 

Option 1: Click the link provided in the reminder email and view the form in web browser. 

Click here to submit 
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Option 2: Open the reporting form in the system. 

Detailed steps: Log in to staff portal (https://portal.nottingham.edu.cn/)→click 1 ‘BPM’→2 ‘My Tasks’→ 

3 click serial number to view the reporting form 

 

 

 

2. Tips 

Save as draft 
If you wish to complete the reporting form later, you may save the form as draft by clicking the button 

‘Save as Draft’ at the top of the page. The draft saved can be found in ‘My Drafts’. Please click the task 

and continue. 

1 3 

2 

Message from Academic Misconduct Officer 

 

Click the link to open the reporting form 

Click the link to view the User Guide 

https://portal.nottingham.edu.cn/
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Detailed steps: Click 1 ‘BPM’ → 2 ‘My Drafts’ → click 3 to continue filling in the reporting form. 

 

 

View case status 
If you would like to check the case status or view the submitted reporting form, you may find relevant 

information in ‘My Processed’.  

Detailed steps: Click 1 ‘BPM’ → 2 ‘My Processed’ → click 3 serial number to view the reported case.  

Click here to save the unfinished form as draft 

1 

2 

3 
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Scroll down to the end of the reporting form where you may view the progress of the case. 

In section 4, you may find AMO’s decision on whether to start investigation on the reported case and 

the rationales. 

 

 

If you would like to know further progress or current status of the case, you may check it in section 

‘Submit information’ at the end of the page. 

 

 

Notification of completion 
Once the academic misconduct process is completed in the system, you will receive an automatic 

notification email from BPM. 

Reasons of AMO’s decision is 

provided here 

AMO’s decision is shown here 

Steps that the case 

has gone through 

1 

2 

3 

Click to view the submitted 

reporting form 

Current status 

of the case 
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3. Contact information 
If there are any technical issues with the submission of reporting form, please contact the Academic 

Misconduct team at academic-misconduct@nottingham.edu.cn describing the issue with a screenshot.  

Click here to view 

details of the case 

mailto:academic-misconduct@nottingham.edu.cn

