
 

Early Alert and Progress Report Submissions 

 
To Contribute Retention Cases (Early Alerts/Progress Reports) from the Class Roster:  

 

1.  From the Faculty Menu in WebAdvisor, click on “Self Service Faculty Overview.” 

 

 

2.  Select the course; when you click on the course, your class roster will display. 

 

Click Self Service 

Faculty Overview 
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3.  Click the student’s name you want to submit an early alert for and a dialog box will display.  
Click on “View Full Profile.” 

 
 
 
4.  The student’s profile will display.  Click on “Contribute Retention Information” link on the 
top right of the profile. 
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5.  Select a case type, enter a subject and type your comments. 

 

6.  Click “Save” 

************************************************************************************* 
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To Contribute Retention Cases (Early Alerts/Progress Repots) 
from the Self Service menu: 

 
 

1.  From the Faculty Menu in WebAdvisor, click on “Self Service Faculty Overview.” 

 

 

2.  On the menu bar on the left side of the page, Click on the “Suitcase Icon.” 

 

 

Click Self Service 

Faculty Overview 
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3.  Select Retention Alert and then Contribute Retention Information. 

 

 

 

 

4.  Look up the student by name or student ID number and select the student. 
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5.  Select a case type, enter a summary and type your comments. 

 

 

6.  Click “Save” 
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