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3) Search for student to refer — click “send alert” next to the student about whom you’d like to
submit an alert. Please make sure that the individual you click is the individual about whom
you’d like to submit an alert. In cases where multiple students share the same first and last
name, please check ID number. ID card photos will also populate within the alert.
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4) Top of form —you do not need to include any contact information for the student, here:
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Please provide the following information so that we can give you updates about the progress of this referral and understand your relationship fo the student
Yyou are referring. We may contact you if we have further questions. Any information you provide in this referral may be shared with appropriate university
siaff under the resirictions set forth by FERPA.
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If you have contact information for this student that may not already be stored in the universify’s
student information system, please click here to enter i,
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5) Complete appropriate checkboxes and general comments section.

6) Click “Yes” or “No” to “Add yourself to circle of care?”

a. Adding yourself to the “circle of care” eases communication and follow-up regarding an

early alert.
7) Click “Preview”
8) If correct, click “Submit”
9) Click “Edit” if you need to update any responses.



