Faculty Advise Alert Submission via Ellucian Central Workspace

1. [If thisis your first time navigating to Central Workspace, you will be met with a tutorial for how
to utilize the product. Once you have finished clicking through the tutorial, move on to step 2.
2. Select the section in which the student is enrolled:

Home Academics

Alert Submission ()

Click on the section to submit a new alert
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3. Select the checkbox next to the student you’d like to submit an alert for:



https://experience.elluciancloud.com/tc60/

4. Select CREATE ALERT:

CREATE ALERT [ SELECT ALL

Class level ©

5. Click the dropdown arrow and select the desired alert:

Create an Alert X
Select alert
[ 2
Add notes
‘ CANCEL J ‘ REVIEW ’
Create _an Alert X
None

Absences-Excessive

Academic Integrity

Campus Safety & Behavior

Disruptive Behavior

Faculty to Advisor FYI



6. Add any notes if necessary:

Create an Alert X
Select alert
Academic Integrity v
Add notes

7. Select REVIEW:

Create an Alert

Select alert

Academic Integrity

Add notes




8. Verify ‘Student’ and ‘Alert owner’ are correct, then select SUBMIT:

Create an Alert X

Alert: Academic Integrity

Student Alert owner
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9. To view your alert history, return to the Alert Submission card (found on the home page) then
select the icon next to the section name you'’d like to see an alert history for:

Alert Submission

Click on the section to submit a new alert
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