
Early Warning: Staff 

As a reminder, early warnings submitted by faculty generate “Alerts” for staff, while “Tasks” are for students. 

Viewing Alerts 

From the (updated) Advisor Dashboard, select My Assigned Students and then Academic Alerts 

This will bring up a report of your My Open Alerts 

Here you can see alerts assigned to you in a list view 

To open an individual alert, click on the alert number, which starts with AL-
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This will display an alert information screen 

Within this, you can find the following: 

Alert Details displays: 
● Student Contact (student name)
● Status
● Priority (this is usually set to “normal”),
● Owner (the person to whom the alert is assigned for action or information)
● Record type (this will always be “academic”)
● Reason (alert reason chosen by the professor)
● Comments (provided by the professor)
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Alert Statuses 

In order to change an alert status, click Edit at the top of the page 

A new box will appear allowing you to edit fields on the alert 

To change the status, click the drop-down menu under Status 
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Status When to Use Additional Information 

New No action has been taken, the 
alert is in the system (this is 
assigned automatically when an 
alert is created) 

Closed: Action Taken The staff member has completed 
the action appropriate to the alert 
and no further action is needed / 
will be taken 

Closing a case notifies the faculty 
member who submitted it. It is 
encouraged to leave comments in 
the Comments for Faculty box 
indicating what action was taken 

Closed: No Action Needed The alert was simply informative, 
has been triaged by the 
appropriate office(s) and no action 
is necessary 

Closing a case notifies the faculty 
member who submitted it. It is 
encouraged to leave comments in 
the Comments for Faculty box 
indicating that no action was 
necessary 

Commenting on Alerts 

Comments in the “Comments” box are initiated by the professor at the time of alert submission 

▶Comments in the “Comments to Faculty” box are sent to faculty once the case is closed.

Use this feature to close the loop with the faculty member who submitted the alert.(i.e. “Discussed class 
attendance with student, they have ben having issues with their job scheduling over class time. They said they 
will be talking with the professor this week”, etc.) 

Once this is complete, select save 
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Note: please format comment   as an email and include your name in case faculty want to reach out directly to 
you 

Things to note: 
● Advisors are encouraged to close cases that are routed to their office (but not those directed to other

offices, such as tutoring or Office of Academic Success)
○ If you address the concern(s) in the alert, please close it. If an alert is opened that is intended

for another office, please leave it open
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Alert Reason Task(s) Assigned Office(s) Responsible 

Poor performance on a test or 
significant assignment 

Review tutoring services 
Contact professor 

Office of Academic Success 

Missing/Late assignment Check Canvas / Syllabus Advising 

Attendance concern Make appt with advisor Advising 

Participation concern 
Contact professor Advising 

Tutoring recommended Review tutoring services 
Case generated forwarded to OAS 

Office of Academic Success 

Low mid-term grade Review tutoring services 
Contact professor 
Make appt with advisor 

Office of Academic Success 

Advising 

Other No task assigned to student 
Used for academic & additional 
support 

Academic concerns triaged by 
Office of Academic Success 
All other concerns triaged by 
Dearborn Support 
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