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.”
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2. Select the course; when you click on the course, your class roster will display.
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Student Name Student ID Class Level
Other, Someone 0996006 Entering Freshm
Someone, Mary 0957085 Freshman
Test, Person 0854610 Freshman
Test, Person2 0854496 Freshman
Trinh, Sean M. 0210159 Freshman
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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.”
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4. The student’s profile will display. Click on “Contribute Retention Information” link on the
top right of the profile.

B ok x ‘ @ wiv x | [F e % | @ x| Qzon x| Qzom x| B com x| § vewr x ‘ Gt X | @t X | @rew X | Qi X @R X 4 0 - 0o
< C A Notsecure | accedtsfss-testatlantic.edu:8075/Student/Student/Faculty/FacultyNavigation/46311 Q% &
< Back 1o Courses
CISM-125-AD03; Intro to Computers Student profile
2021 Fall Semester will display
Atlantic Gi
Student Profile X
FIT1:00A}
06-30-208 Contribute Retention Information
CharlesB Phone number/Extension
Other, Someone 6097458635 (Cell Phane)
Seats Avé i ! %0 (Home Phone)
S . Address
B (st (ACCE Assigned (Student)) Bakewte
Roste

Academic Details

Export v
Academic Programs Anticipated Completion Date Major Minor =

Business Administration AS 05-30-2022 Business Administration
S;]



5. Select a case type, enter a subject and type your comments.

Retention Case for

Other, Someone
0996006

Select case type,
enter, brief
summary and
detailed notes

Actions

Type of Issue *

[ FAC: Advised Registration Permit ~

Summary *

{ This is the subject or summary

Detailed Notes *

These are the detailed notes

Cancel

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

C):nanmcCare

‘SELF
COMMUNITY COLLEGE | SERVICE

Daily Worl Faculty Faculty Overview

Manage your courses by selecting a section below

No Active Sections

© 2000-2021 Ellucian Company

Click Suitcase Icon




3. Select Retention Alert and then Contribute Retention Information.
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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.
Actions

Type of Issue *

‘ Select a Case Type... v

Select case type,
enter, brief
summary and
detailed notes

Summary *

‘ Enter summary details here...

Detailed Notes *

Add comment...

6. Click “Save”




