SAGE Early Alert How-To Guide

The following guide serves as an instructional manual for ECC instructors to submit Early Alerts through the SAGE
TutorTrac system. To submit an Early Alert through this system, follow these steps:
1. Go to “eCentral” link located on the home page

- e —
e C

o access your student or faculty records, please
fogin first and then seiect your point of entry to the

1o login Is roquired for the following nks:

+ ECC Home
« Search for Courses .
. r

Maw Meny | Cowtact Us

2. Log in to “eCentral”
¢ e c T 1964 i Dt Rosd o MO 63084 JE36584.8500

Maw Mewu | CowtacT Us

Welcome Guest!

Maw Meny | Cowtact Us

LoG Our | MamMewu | Cowtact Us

Weicome
‘eCentral gives students, staff and the community
access to our databases.

To access your student or faculty records, please
fogin first and then select your point of entry to the

Ho login is required for the following links:

Loc Our | MamMewu | Cowract Us

4. Select “Retention Alert” under the “Faculty Information” menu

FACULTY - WEBADWISOR FOR FAGULTY MENU Wistzome.
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5. Log in to SAGE TutorTrac system using your eCentral username and password

EAST CENTRAL COLLEGE

Please enter your eCentral
username and password and
click the login button.

6. A “Welcome” page tab will open with “Referral Instructions.” In the box on the left-hand side, under
“Faculty Courses” click “Early Alert Systems.”

Trac Navigation:

Q EAST CENTRAL COLLEGE

-
Faculty Courses
43 Foculy
Vidcame!
coL1or
Welcome to TutorTrac. To make a referral
Referral
i Instructions 1. Find the correct course listed to the left
2. Click on the blue linked Early Alert System

colr1o1
Four 3. Click on the down arrow by the student you wish

to refer,

4. Click the appropriate boxes and dlick submit.

-

7. A “Referrals Entry” box will open. Read the “EAS Instructions,” locate, and click on the student name to
complete a referral.
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8. Complete all available fields for each student. Please note that you may only select one recommendation option
per referral. An additional notification email will automatically be sent to the Athletic Director (if student is an
athlete) or the academic degree program designated person, notifying him/her of the referral. If you are sending a
“KUDO” to a student, no recommendation is needed (it goes directly to the student). Also, you may provide detailed

notes about each particular alert in the “Additional Comments” box for record-keeping purposes.

Subject: EAS*101 14G 201803

¢ Early Alert Syste

Guest, Leamnin:
- Center ? Choose One- ~

Wht recommendalio

9. Once the alert(s) is completed, click the “Submit” bottom at the bottom left of the page.

10. The following are samples of the Early Alert emails:
a. Sample email confirmation to faculty.

Wed 12/12/2018 10:22 AM

edu |

[TEST] Early Alert Confirmation

To Faculty

You submitted a referral for
Student Name and ID

Course

on NEIE]

For the following reasons:

Selected reasons

‘With requested follow up by:

Selected follow up by

Here is what you recommended to the student| Text entered in recommendation box
Bt Text entered in additional comments box

Thank you for participating!

b. Sample email to specific advisor or designated department.

A referral has been created for

Student Name

Course Name and Number

for-
Grade concern

with the following resommendations:
Tutering

Dhd the instructor speak to the student about concerns? Yes
What did the instrustor recommend to the student? recommendations box
Any additional notes? blay additional comments box
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c. Sample email to student notifying him/her of referral.

Faculty Email

[TEST] Early Alert Creat

ited

i Student Email

oy Student’s first name

Your academic success is important to us at East Central College (ECC). An Early Alert referral has been issued by your instructor, who is concerned
about your academic progress in ST

Please note that Advising will receive notification of this referral, and someone from that department will be contacting you [shortly] to assist you in
identifying individualized options, resources, and/or solutions to help you stay in class and successfully finish.

Sincerely,

Early Alert Team

East Central College

d. Sample “follow-up” and “closed” email to instructor who sent original referral.

[TEST] Early Alert

Follow-
ollow-up [TEST) Early Alert-Closed

Faculty email .
_—

You submitted

Student
a referral for name on 12/10/2018. Student
You submitted a referral for name . 12/10/2018

The following steps were taken on JBEYGCEN:

Additional Notes field Processed/Resolution Notes field

Thank you,

The referral was closed on [EsE{ R because:

Thank you,

Followed up by Processed by

The Alert Team is comprised of the following:

Revised

Director, Advising and Counseling

Vice President, Student Development

Director, Distance Learning and Educational Technology
Director, Financial Aid

Executive Director, Learning Center

Director, Rolla or Designee

Faculty Association President, VP, or Designee

Registrar

Alison Tucker, Learning Center/SAGE Specialist
o 636/584-6660
o Alison.tucker@eastcentral.edu
o BH 189
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