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Navigate: Issue an Alert for a Student  
 

1. Create an alert 
o From the Staff Home screen, click Issue an Alert in the Actions box on the right.  An Issue an Alert 

window will appear.  
o Enter the student name or E Number in the Student search bar.  The click the correct student name 

when it appears below the search bar.   
o Select the reason for the alert in the Please select a reason for this alert drop-down menu 
o If this alert is in reference to a specific course, select that course from the Is this alert associated 

with a specific class? drop-down menu. 
o Include any comments in the Additional Comments box which may be helpful for the case 

manager/academic coach/tutor who reaches out to the student. 
o Click Submit. 

 

 


