Early Alert System (EAS)

Welcome to the UC Denver Early Alert System (EAS). While the design of the program is
intended to be intuitive and consistent with web-based systems, we have provided some
instructions on how to navigate the EA software and how to identify student alerts based on
academic performance, class participation and behavior.

Each semester, the Downtown Campus of the University of Colorado Denver conducts a
campus-wide program to identify undergraduate students needing assistance from academic
and student service offices. The program is called Early Alert and is the result of over two
years of planning and testing by faculty, staff and programmers. Your participation in the
Early Alert program is crucial to the improved student success and is very much appreciated.

The Performance Contract between the Colorado Commission on Higher Education and the
University of Colorado Board of Regents requires the downtown Denver campus to improve
student persistence and graduation rates. Freshmen who decide to not return for their
second year often make that decision within the first six weeks of their first semester.
Providing assistance early in the semester is very important to campus efforts to enhance
student persistence and graduation rates. The Student Support Office role in this effort is to
foster a seamless process for students to interact between University operations and
services.

Goals / Benefits
« ldentify students needing assistance early in the semester
« Utilize both academic and student support offices to assist students
e Lower students going on academic probation
« Ultimately improve student retention and graduation rates

Early Alert Features
e Provides a quick and easy web-based interface for instructors
e Provides more detailed alert information from instructors
« Consolidates and summarizes student, course and Alert data for advisors
« Provides method for advisors to prioritize Alerts they are assigned
e Provides methods for group contact messages
e Provides information to Student Support offices to assist engaging students in
Early Alert

Thank you for your participation!
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Early Alert Access

The EA System may be accessed from on-campus or off-campus computers. Staff

using a home computer should have a high speed Internet connection.

It is also

advised to use a full screen view to minimize scrolling.

Early Alert log-in is accessed through the UC Denver Undergraduate Experiences

web site for Early Alert. The direct URL for the Undergraduate Experiences Early
Alert page is given below, or you can navigate to the Undergraduate Experiences

home page, click on “Learn More about Early Alert, then click on Early Alert Log-In.

Undergraduate Experiences

welcome to the Office o ndergraduate Experiences!

The mission of Undergraduata Experiences is to enhance student learning by providing access to
high gquality and innovative prodcarms for all LS Denver undergraduate students, Undergraduate
Experiences embraces the First-vaar Experience that supports academic excellence and student
erngagement during the culture transition from high school to the university environment,
Undergraduate Experiences supports 2 recruitment and retention of undergraduate students
across academic and student support LS.

Foundations of Excellence® Early Alert System

in the First College Year The Early alert program is

designed for faculty to identify
students in the Sth-6th week
of the semester who need
assistance because of
academic perfaormance, class
participation, andfor behavior
issues,

FoE enhances UC Denver’s
ahility to realize excellence in
goals of student learning,
sUccess, and pearsistence. The
product of the FoE program is
a strateqgic action plan for the
beginning college experience !
at the University of Colorado
Denver.

students make a suco
transition to college.

lIniversity Honnrs anrd H

http://www.ucdenver.edu/student-services/resources/ue/early-alert/Pages/default.aspx

Undergraduate Experiences
Student Tracking Early Alert Retention {STEAR) System

Start the Early
Alert log-In

Monday, 15 February, through Wednesday, 24 February (5:00 pm) procedures.

Information About Early alert

The downtown campus of the University of Colorado Denver participates in a pus-wide Early alert
program to identify undergraduate students needing assistance from emic and student service offices.
Providing assistance early in the semester is very important to 5 nt success in their baccalaureate
program.

The Early slert program is designed for faculty tgid@ntify students in the Sth-6th week of the semester
who need assistance because of acadel rformance, class participation, and/or behavior issues,
Assistance is provided to students tified by faculty through academic advising and through referrals to
appropriate UCD student sepsc offices,


http://www.ucdenver.edu/student-services/resources/ue/early-alert/Pages/default.aspx�

Early Alert System 10/7/2010 Page: 3

Resource Instructions-Fall 2010
Early Alert Access

The EA System may be accessed from on-campus or off-campus computers. Staff using a home
computer should have a high speed Internet connection. It is also advised to use a full screen
view to minimize scrolling.

Early Alert log-in is accessed through the UC Denver Undergraduate Experiences web site
for Early Alert. The direct URL for the Undergraduate Experiences Early Alert page is given
below, or you can navigate to the Undergraduate Experiences home page, click on “Learn
More about Early Alert, then click on Early Alert Log-In.

Undergraduate Experignces
welcome to the Office of Undergraduate EXperiences!

enhance student learning by providing access to
high gquality and innovative programs for all UC Benver undergraduate students, Undergraduate
Experiences embraces the First-vear Experience at supports academic excellence and student
erngagement during the culture transition from higk\school to the university environment,
Undergraduate Expeariences supports the recruitmeny and retention of undergraduate students
across academic and student support units.

The mission of Undergraduate Experiences is

Foundations of Excellence®
in the First College Year

FoE enhances UC Denver’s
ahility to realize excellence in
goals of student learning,
sUccess, and pearsistence. The

First-year Experience

The First ¥ear Experience
(FYE) is a comprehensive
approach to ensure first vear
students make a successful
transition to college.

Early Alert System

The Early &Alert program is
designed for faculty to identify
students in the Sth-6th week
of the semester who need
assistance because of

cademic performance, class
icipation, andfor behavior

product of the FoE program is
a strateqgic action plan for the
beginning college experience
at the University of Colorado
Denver.

Learn more about the First-

lIniversity Honnrs anrd H

http://www.ucdenver.edu/student-services/resources/ue/early-alert/Pages/default.aspx

Undergraduate Experiences
student Tracking Early Alert Retention {STEAR) System

Start the Early
Alert log-In

procedures.
Monday, 20 September, through Wednesday, 29 September (5:00 pm}

Information About Early Alert

The downtown campus of the University of Colorado Denver participates in a pus-wide Early Alert
program to identify undergraduate students needing assistance from a emic and student service offices.
Providing assistance early in the semester is very important to st ht success in their baccalaureate
program.

The Early alert program is designed far faculty to id ity students in the Sth-6th week of the semester
who need assistance because of academic p frnance, class participation, andfor behavior issues,

ed to students identifigd by faculty through academic advising and through referrals to
dent service offites.



http://www.ucdenver.edu/student-services/resources/ue/early-alert/Pages/default.aspx�
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Early Alert Log-In Instructions

Early Alert log-in is a two-step process to ensure the highest level of security for student
information.

Step One
From the UC Denver ‘university’ domain, you will see the following pop-up screen.

Connect to spear.ucdenver.edu
=
o
e\

Enter your standard username.

Your standard username is the same
username used to log-in to your UC
Denver e-mail account and office
computer. For John Smith, this would
typically be: jsmith

The server spear.ucdenver.edu ak ucdenver.pyk re
username and passward.

: - /
SIS e Iﬁ | “ Enter your standard password.
Password:
Your standard password is the same
I Remember my password password used to log-in to your UC
Denver e-mail account and office
computer.

ok I Cancel

Step Two

After the UC Denver log-in, Early Alert users must pass through a secondary log-in using
their faculty (employee) ID, or EID.

Please enter your Employee ID to access the site The first three digits (000) of your staff
Employee: 000 ID have been pre-coded.
Enter the remaining six digits of your
Employee ID.
Instructions

View Login Instructions here

Successful log-in will bring up the Early Alert Main page, and the Early Alert process can
begin.
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Main (Home) Page
Resource Button

From the EAS home page, select the Resource button (upper left-hand side). When the Resource
button is selected, alerted students that are assigned to your Resource Group are displayed.

Early Alert System

Intent of Early Alert
Home goal of Early Alert is to improve student persistence, retention and ultimately graduation rates,

) Research indicates that early intervention for students who are having academic difficulties provides
Advisor students with a full compliment of assistance options which lead to greater retention.

Instructions
View Faculty Instructions here
Wigw Staff Instructions here

The University has utiized a manual mid-term grading process for several vears, As effective as this

Help

Resource
process has been, faculty, staff and programmers have spent a year planning and developing an If you have guestions or require
Reports electronic, user-friendly and more efficient Early Alert system to replace the manual mid-term further assistance, please contact:
agrading process. John Lanning, Assistant Wice
Log Out The new Eatly Alert system is designed to: E;Sg;;yfge?f Undergraduate
o [dentify students needing assistance eatlier in the semester ohin.lanning@cuderver. edu
o Require less faculty time while providing better information for staff follow up Calend
alendar

o Create a campus culture of student identification for improved student retention
Academic Calendar

Click here for the Acadernic Calendar
Schedule Adjustment

Click_here for the Schedule
Adjustment form

The faculty role in this effort is to identify students who may need one, or more, appropriate
interventions. The staff role is to follow-up on students identified by faculty to provide students
with options to assist them in thelr academic success.

Your participation in Early Alert is integral and wery much appreciated!
Early Alert Calendar
Sth week of the semester; Early Alert begins with faculty entering alerts into the Early Alert

Systermn

End of the Sth week: Last day for faculty to enter alerts, Mo alerts can be entered starting
the &th week of the semester!

6th — 8th week of the semester: Advisors contact students referred by faculty to Early Alert
End of the 8th week: Advisors have completed initial e-mail attempt to all referred students
Last day of the semester: EAS closed for the semester

Resource Alert Update Page

Upon opening the Advisor Alert Update Page, you will notice a set of tabs (on the left) that will
help you navigate your way through the EA System. Most of your actions will be limited to the
“Resource” Tab.

Home-This tab will bring you back to the EAS

Home homepage.

Resource Resource-This tab will take you to the Resource Alert

Update page.

Reports

Log Out

Reports-This tab will take you to the EAS Reports.
From this tab you can view and run system reports.
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Resource Alert Update Page (cont.)

Student Names initially appear in alphabetical order. If you choose to change the alert order,
you can click on any of the column headings (Attempted Contact-Number of attempted contacts,
Contacted, Last Name, Full Name, SID, Major, Phone Number, Status, Number of Alerts,

Referred, Type). The page will be sorted by the data in the column selected. To reverse the sort
order, (ascending to descending) click agai

Resource Alert Update Process Alerts

Home
Last lame | 25 |8
Resource
Reports Change =T Displaying page 1 of 2, tems 1 to 25 of 33,
Email  attempted . .
Log Out ontact Contacted Last Hame Full Hame Sin Major Phone Humber Status #Alerts Referred  Type
4 O 0 ¥ £ no-Daknau lex T o PETCE i ubmittedd 1 Dp
4 H 0 F A wleta Melar  rchuleta 830 894 ANTH-BA, 706 8513 Submitted 1
+ |:| 1) D B = *Raht Jarihe 810 338 BIOL-BS 705 2555 Submitted 1 Daniels Fund Schalars
B} O 0 O B d Watrir  =ard 830 403 BIOL-BS T20/er 1635 Submitted 1 Reisher Family Scholars

If your alerts do not fit on a single page, the number of pages and total number of alerts are
listed at the top and bottom of the Process Alerts page. You have the option to choose how many
alerts are displayed per page.

Top View

Last Hame |¥ Al v Show

Change page <1 2= | Displaying page 1 of 2, tems 1 1o 25 of 33
Email attempted

[] Contact Contacted Last Hame * Full lame sin
4 O ] O Anl g-Dalmau *alexic  ntimo-Dalmau 8 2322
| L} [1} ¥l Arc o lleta Melani  rchuleta 8z 6894

Status
Bottom View

_ Intizted Cortact
4 [ G R WAML IR 5 Referred
1 [ oL JRME DAYl IORNE B

/

Alerts from a previous Term
If a student has been alerted before an “*” will appear next to the students’ full name.

Resource Alert Update Process Alerts

Expanr Al Email Sels erts erts E lerts for Wy Group
Home

Last Hame |v
Resource

Reports Change page: <1 22 | Displaying page 1 of 2, tems 1 to 25 of 33,
Email  attempted

~ .
Log Out D Contact Contacted Last Hame Sip Major Phone Humber Status #Alerts Referred Type
O 1] (] AC no-Dalmau *Alexis  rtimo-Dalmau 830z 1322 PSYC-BA 303, -5634 Submitted 1 DP
4 O a Fl A wleta Melani  rchuleta 8307 3594 ANTH-BA 720. -58513 Submitted 1

+ O 1] F Ba 12 *Rabw  Jarihe 910€ 3338 BIOL-BS 720, -2955 Submitted 1 Daniels Fund Scholars
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Search- You have the option to scroll through the list of alerts, or to search for a student using
the filter option. Search options include Last Name, Full Name, Student ID, Course, and Alert Date.

Last Hame % |

Full Hame

Student ID

Alert Date

All
i Conmtacted Last Hame Full Hame
1. Choose Filter Type: Last Name,
Course [ AN NA MOIE TTUMA El;ltleName, SID, Course or Alert
[ = JUL ZEM 2. Click on the ‘Go’ button to start the
search.

To restore the full list, click on the “Show
All” button.

You have the option of viewing more detailed information (initially) about each student from
the Resource Alert Update Page. You can choose to click on the “+” icon on the left of each

students’ name or by clicking on the “Expand All” button.

Expand Al
Last llame ¥ | Al v
1 ‘gttem’:;ted Contacted Last llame Full Hame
A A MOIE  ITUNA
4

D GEM JULET 3EN

+” lcon View

Expand Al Email Selected Studerts

Al v Show Al
Attempted
Contact Contacted Last Hame Full Hame i1}
= F B O FTY MOIS! i, a3l 57
Referral
Closed Referral Hote
No child records to display.
Course
Section Alert Comments Faculty Hotes
Performance, Poor
Azsigrment Qualty, Low
CHENWH 474001 TEST ALERT BY SUE. 9/8/09. STUDENT IS S55
test or quiz scores,
Missed test or quiz
4 O O O [ JuL N a3 BAT

Show Al

Showy My Aletts

SID

g3

53

Showe Alerts for My Group

Major

S0CI

PEYC

g7

a7

Phone Humber

(-

(30

[t

Shiwe Alerts for My Graup

Major Phone Humber
5001 (-
PSYC (303)886-7664
Status Referred

Initiated Contact

Referral

Date Referral Source

Alert Date

952009
B:5801 AM

Referred
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Resource Alert Update Page (cont.)

“Expand All” button view -If you choose to click on the “Expand All” button, the system usually takes a few
seconds to update.

o
@
<

Last Hame &

Attempted .
[] Contact Contacted Last Hame Full Hame Major Phone Humber Status Referred

4 0O O O AN 15} UNA, e (- Initiated Contact
Referral Referral
Closed Referral Hote Date Referral Source

_ To get back to
Mo child records to display.
e the normal
Secti Alert Comments Faculty Hotes Alert Date -
G view of the
P — Advisor Alert
ssignment Qualty, Low
CHEM1 474001 et or quiz soores, TEST ALERT BY SUE. 90509, STUDENT IS 555 65601 AM Update page,
Missed test or quiz I . k th
=l O O B b N JuL GEN 830, 8a7 PEYC (a0 63 Referred clickon e
«

Reterra Reterea Collapse
Closed Referral Hote Date Referral Source A“” button
Mo child records o display.
Course
Section Alert Comments Faculty Hotes Alert Date

Performance, Low test
CHEM1 474001 o quiz scores, Missed  TEST ALERT BY SUE. STUDENT IS S35
test or quiz

8/5/2009
B:571T AM

Sending E-mail

To e-mail students you must select students to e-mail, by clicking the checkbox under “E-mail” or
by clicking on individual students. If you choose to utilize the “E-mail” box all students on
that page will be sent an e-mail. If you want to e-mail all of your students at once, set the
page to display “All” by clicking on the “Number of records per page” option. The system will send
an e-mail to 50 students per message. For example, if you have 150 alerted students, 3 e-mail
messages will be created automatically in Microsoft Outlook.

Once you have selected the students you want to e-mail, you can click on the “E-mail Selected
Students” button.

Lastfilame | |

G Contacted Last Hame Full Hame 1] Major Phone Humber Status

Contact
+l F B F MC YEM U IYEN 830 16937 PRPH (7200 -5965 Submitted 1
+ F BF F TE < *CH AWM TELLD 830 9197 MUSC [a- Subrmitted 1

Use the selection boxes in the first column to add or remove checks from the “to be emailed list.”
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Page: 9

i el |l r—s—sr—lr =l | |
= HY9® « 9 s Untitled - Message (HTML) _ x
e ——
| Message | Insert Options Format Text @
=) % Cut T = g3 = 3 permission -
: [ w]: 28 B4 BB EE
3 Copy ¥ High Importance
Paste ) |B e UH"E/ A H* Address Check | Attach Attach Business Calendar Signature = Follow Spelling
# Format Painter = . = rrraa el e e S up- | B LowImportance o
Clipboard [F] Basic Text ] Names Include = Options = || Proofing |
.. | [vesauez, Trishia ]
shantel..sandoval @email.cudenver .edu; johanna.sandoval @email. cudenver.edu; courtney. sauter @email.cudenver.edu; brenton. schultz @email. cudenver.edu; daniel.schultze @emall.cudenver.edu;
hannah. schumann@emal .cudenver.edu; leah.serwadda@emall.cudenver.edu; sved.skandarour @email.cudenver edu; melissa.slva @emall.cudenver .edu; kellv.slage| @email.cudenver .edu; (andi.sloan @emall. cudenver edu;
amy.e.smith @email.cudenver.edu; amber.strandbera@email.cudenver.edu; mark.susrez @emall.cudenver .edu; maimeana. tanveer @emall.cudenver.edu; jeannette. tardy@emall.cudenver.edu;
michael. tavler @emal. cudenver,edu; kathy. thai@emal.cudenver.edu; kathiene. toft@emall. cudenver .edu; naiomy torres @emall.cudenver edu; khang. ran @emal.cudenver .ecu; fuy-vu, ran@email.cudenver. edu; ~
Subject; |
Cd
=
Note: When you send a group email, the email is addressed to you and all students are

BCC’d. In this manner the student’s privacy is protected.

Processing an Alert

To process an alert, click on the Student Last Name. The Resource Update Form will open.

Resource Update Form

The top section with the light blue background contains the student information.

Most of this data is loaded from ISIS.

Resource Update Form

Student Information:

VU H__VEN Student ID #53____ 137 Last Update: 9/12/2009
Telephone Humber: (720 5965

E-mail Address: WLLHZ MG ICDEMWER EDU Advisor: JEFFREY SCHWEINFEST
College: L& Guality Hours: 26.0
Major 1: PRFH Credits Earned: 230
Major 2: CU Earned Hours: 23.0
Cumulative CU GPA: 226 Transfer Credits: u]
Classification: FR Term Attempted Hrs.: 13

The bottom section of the Resource Update Form contains the students’ current course schedule.

‘ Resource Update

StuderfInformation:

WUH_T Student ID #5557 Last Update: 0/ 202009
Telephone brer: C¥F200 2965

E-mail Address:? WU H2 MG JCDENYER EDU Advisor: JEFFREY SCHWEINFEST

Loww test or guiz scores
charles ferguson@ucdenver eddu
= BIQL2071012 DAaNID ALLEM
david allen@ucdenver edu
(=] EmGL2Z030007 ARAARD A, DO
amanda. dixoni@ucdenver .edu
= GER 1000001 CARSTEMN SEECAMP
carsten.seecamp@ucdenwver.edu

= SO 1001002 FPETE PADILLA

pete_padila@@ucdenver edu

College: L2 Cuality Hours: 26.0
Major 1: PRPH Credits Earned: 23.0
Major 2: CU Earned Hours: 23.0
Cumulative CU GPA: 228 Transfer Credits: a
Classification: FFR Term Attempted Hrs.: 13
Courseitlerts Cortact WONT o
Course Schedule Instru Alert Information Hotes Alert Status 1
=] BIoLZ0S1001 CHARLES FERGINGOM “Pertormancs Submitted —

3
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Resource Update Form (cont.)

There are three tabs in the Resource Update Form; Course/Alerts, Contact and Workflow.

' \ Resuurce LJpdate Form

S\u(lem Infor |\mtion: \

Jas ene Student ID #2510 3122 Last Update: 901 92010
Telephone Humyber: 30:.___ 5858
E-miail Address:! JASOMBE| . il CDenver edu Advisor: Brett Lagerblade
College: cLasu Cluality Hours: 63
Majoy 1: ANTH-BA Cumulative Credits Earned: a7
Majon 2: Institution Earned Hours: E3
Cumllative CU GPA: 2549 Transfer Credits: 24
Classification: JR Term Attempted Hrs.: 10
v v

Courseltlerts Cortact  Wworkflow:

Email Student Email Selected Instructars

Course Schedule Instructor Alert Information Hotes Alert Status D

= ANTH1302001 Gregory Wiliams |:|
Gregory Wiliams @UCDenver eduy
= AnNTH13020L02 Johns F

Catherine Johns@JCDenver edu

= ANTH3S12001 CHARLES MUSIBA, l:l
CHARLES MUSIBAGEUCDENYER EDL 303-556-6052
¥ Performance ¥ Participation i
= ANTHITOOOO01 SUE wWOODS B Submitted I:l

Lowe test or quiz scores, 2+ absences, Low or Mo participation

SUEMOODS@COLORADOD EDL

Close

1) Course / Alerts Tab

This is a list of the students’ courses for the term. Alert data follows the course and Instructor.

Two fields display the alert data the instructor entered.

e Alert Information contains the Type (Participation, Performance, Behavior) and
Comments.

¢ Notes — Any notes

ritten by the instructor.

New Alerts show the Alert Statis of “Submitted™When you send an email from the Advisor

Courzeltlerts Contact  WWarkflowee

Email

Course Schedule Instructor Alert Information Hotes Alert Status D

= BIOL2051001 CHARLES FERGISON ‘fperfmmanc? Submitted Fl
Loy test or guiz scores

charles fergusoni@ucdenver.edu

= BIOL2071012 DAaNID ALLEM |:|
david.alleni@ucdenver edu

=| EMGL2O030007 AbdARDA DN F
amanda dixonig@ucdenver edu

= GER 1000001 CARSTEM SEECAMP |:|
carsten.seecampi@ucdenyer ecu

= S0C 1001002 PETE PADILL & I:l

pete padilla@ucdenver edu
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Resource Update Form (cont.)
1) Contact tab

All contact, referral, status actions, and notes are located in the contact tab. Advisors and
Resource Office staff are able to enter an Additional Phone number and an Additional Email
address for students.

Resource Update Form

i Student Information: I
{é Jaso  jene Student ID 510, _ 3122 Last Update: 90192010
Telephone Humber: 3038 5555
E-mail Address: JESOR BER ICDenver ecdu Advisor: Brett Lagerblace
College: CLaS Guality Hours: =3¢
Major 1: ARTH-BA, Cumulative Credits Earned: a7
Major 2: Institution Earned Hours: G3
Cumulative CU GPA: 259 Transfer Credits: 24
Classification: JR Term Attempted Hrs.: 10
Workflclw
Group Details User Date
Mo records found
Contact Referral Status

i =/ [ /

[Select Action] | | [Select Resource] f b | [Select Status] b |
Additional Phone: Additional Email: |

lNotes: (%) General Motes () Referral Motes () Status MNote

a) Contact Options

Courselslerts Cortact Wik k flose

Group Details User Nata |

Use the drop down list to select the
Mo records found contact type.
EboiE HETEal Statue—_ — Dates: The system will enter the current
T IEE]  date if another date is not entered.
[Select P.esomc/e,]/ h | [Select Status] b

Attemipted Contact - Email }/ Additional Email: |
[ e i - 4

Attempted Contact - Phone  ferral Mates C} Statius Mote

Student Responded by Email

Student Responded by Phone |=5 |_"]5 B 7 O A - 3~ FontMame ~ Real fon +

Student Responded In Person

Attempted Contact - Text
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Resource Update Form (cont.)

b) Referral Options:

[American Indian Student Seja

[ Army ROTC B
; RESUUFCE Update Arts & Media Advising
Asian Student Services

Aurora Lights

Student Information: BETA
Black Student Services
Jas ene A = A
Business School Advisin
Telephone Humber: Career Services

CLAS Advising Office

E-mail Address: Counseling Center —

College: CUdnline Q

Major 1: Denver Transfer Il_mmwe c
_ i Departmental Advisor

Major 2: Disability Resources & Sernu I

Cumulative CU GPA: Education Advising T

Classification: Engineering Advising T

EOP

Experiential Learning
Faculty {Instructor of Recor
Financial Aid Office

Gay, Lesbian, Bisexual, Trar ™ [gg
Group Details Health Professions Advisin
Hispanic Student Services
Housing - Campus Villags/
Mo recards found International Ed J-1
International Educaps

Coursefilerts Contact  Wiord

Contact s
omta — |mERC Lab mg
| HOHB Pre 2ollegiate il |:
[Select Action] v| [Sele)t’ﬁesoume] b E
Z
A

Additional Phone:
Hotes: @ General Notes eferral Motes O Status Mote

‘?aﬁq-g/aauig.ljs B I U A -

&

c) Status Options:

Referral Status

= e
i i
[Select Status]

[Select Resource] b |

| Submitted

ferral Notes () Status Mote Processing

Contacted o
=S TR T ReferTed

Completed

ClosedSystem

Initiated Contact
Referral Closed
Follow-up Heeded

Withdrew =

Page: 12

Referral: To refer a student to additional
resource offices use the drop down list to
select the referral office, group or item. If
you refer a student to more than one
resource you must click on the referral
resource and utilize the “Save” icon each
time.

Dates: The system will enter the current
date if another date is not entered.

Status: Many status options are
automatically updated as advisors and
resource office staff process the alerts.

Other status options, such as Withdrew,
Completed and Closed must be selected
by the advisor or resource office staff
member.

Dates: The system will enter the current
date if another date is not entered.



Early Alert System 10/7/2010 Page: 13
Resource Instructions-Fall 2010

Resource Update Form (cont.)

d) Notes Options:
Resource staff should utilize the “Notes” section of the system to track progress with a student,
as well as alert actions and referrals. Advising Staff can see all notes. In the current system
there are three types of Notes:

1) General Notes -These notes are shared internally with your Resource Group only. Other
referral Offices can’t see these notes. Utilize the “Save” icon after entering your
notes.

2) Referral Notes-These notes are intended for other Referral Offices (SSS/TRIO, PCOL, AT,
VET and DTI) and can also be seen by your Resource Group. This provides you with the
opportunity to provide some background and an explanation for the referral. Utilize the
“Save” icon after entering your notes.

3) Status Note-This note is linked to the “Status” of a student. It will be updated if you
manually change the status of the student.

Contact Referral Status

| [ i i

[Select Action] ¥ |[Select Resource] hd Immﬁmw hd

Addditional-Rl ! Additional Email: |
[-Hotes: @ General Motes {:} Referral Maotes 'G' Status Mote

f?’.}a-f'.lvl"-vﬁ_:gf_l», B 7 U A - % » FontMame ~ Real fon -

2) Workflow Tab

The workflow tab contains a list of all actions for each Master Alert. The actions are listed in date
order as a record.

Courselfilerts Cortact Wharkflawe

Action to

I:l Past alerts Export Alert to Excel

Group Details Hotes User Date

PRSI If;igztrgfgﬁ;ez scores, Mizzed test or quiz ;if'EEA"l}FTSTSBS\;SUE S/8/2008
Action Type Details User Action Date

.“/’ ﬁ Resource Referral Svystem Auto Referral Sue (Test) DeRose 1472005

;‘/’ ﬁ' Attempted Contact Attempted Contact vis Phone Sue (Test) DeRose 90952009

# T sttempted Contact  Attempted Cortact By Phone Sue (Test) DeRose 95952009

Mote written by resource user (sue) Talked to student. Told her to meet with

her advizor, Sheryl Coffey. S Qe DElREss  ENclelE

#* Tl General Motes
Fa ﬁ Resource Referral Referred to Student Life Office. Referrall from 555 to SL. Sue (Test) DeRo=ze 94952009

# T Contact Studert Responded Sue (Test) DeRose 94372009
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Resource Office staff can choose to edit their own Actions by clicking on the pencil icon or the

trash can.

Course/flerts  Contact

[ClPast alerts

Group

BIOL2051001

P )

Courseltlert

GroLup

CHEM2031 003

[ IPast alerts

Group Details
Lowy test0r quiz scores, Missed test or quiz,
BIDL20510M i zedilate assignments, Absences affecting
gracle
Action Type Details
rd ﬁ' Attetnpted Cortact  Attempted Contact vis Email

Whiorkflowy

Export Action to Excel

Export Alert to Excel

Details lotes User Date
Low test or tuiz scores, Missed test or quiz, CHARLES PR
Missediiate assignments, Absences affecting FERGUSON
grade
Action Type Details User Action Date
Aftempted Cortact Attempted Contact via Email TRISHIA VASQUEZ 9/25/2008

Attempted Cortact via Email

Details:

Action Date:

Hotes User Date
CHARLES
FERGUSCM 812372008
User Action Date
TRISHIA Y ASCUEZ 90252008

xport Action to Excel

?) S
\_./ Are you sure wou want o delete this iten? Notes

Esed test or quiz,

] [ Cancel
psences affecting

[ o

s =D

Action Type Details

# ]

Attempted Contact  Attempted Contact via Email

The “Workflow Tab” also allows you to see if a student has had passed alerts. Simply place your

curser in the “Past Alerts” box and click.

ortact

WOk Tlosne

Past Alerts Export Alert 1o Excel Export A
Details
**performance

Action Type Details

Attempted Contact Attempted Cortact via Er

Resource Referral Referred to DTI.

Courseltlerts

Past Alerts

Course

CHEM20:31001

Export Alert

Details

Contact — Wiorkflow

Export Actio

Hotes User Date

CROCKER PRISCILLA 972472005

Lowy test or quiz scares

BICL 2051 001

hertormance

FERGUSON CHARLES 9472009

Lowe test or quiz scores

Action Type

Mo recards o display.

Details User

Action Date
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After your notes have been created and saved, and you have reviewed the workflow tab, simply
hit the cancel icon at the top of the Resource Update Form. You will return to the Resource Alert
Update Page.

Student Information:

Thank you for your Participation!
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