Identifying Academic Alerts for Advisees

Step 1: Click this link to access a pre-made report. Log into Stellic with
your UNK email and password to get started.

https://stellic.unk.edu/app/report/rngvylLL gTw

Step 2: Select “Advisors” then input your name
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The following saved report was shared with you

Would you like to save these search queries as a saved report to your account?
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Step 3: Click “save report”
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The following saved report was shared with you

Would you like to save these search queries as a saved report to your account?
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No quick filters to show
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No advisees matched your search

Try removing some of the search controls and search again


https://stellic.unk.edu/app/report/rngvyLLgTw
https://stellic.unk.edu/app/report/rngvyLLgTw

Step 4: Click “New Report”

Save As Report

Save your filter settings to complete a one-click search or
add to an existing manual report..

6 +

Mew Report Add to existing

Build a new automated or The listed students will be
manual report using the list added to an existing manual
of students. report.

Step 5: Input a report title. Example: “My Advisees Academic Alerts”

Click “track changes”. This will notify you when one of your advisees
receives an academic alert.

Select “save report”

<

New Report

Save your filter settings to complete a one-click search..

Report Title

/| My Advisees Academic Alerts

Report Type

® Automated
Students will be automatically added or removed to the list
based on the filter criteria

O Manual
Students on the list won't change unless you change them

Track Chgn

Receive notifications when the list of students changes for
this report. You can receive alerts on up to 30 reports .

Notify Students &

|_| Automatically send the following message to student(s)
when they match the criteria of this saved report.

Save Report



Step 6: To access the academic alerts for your advisees, remove all
filters, select “saved report” and then select your report.
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Step 7: Download a report of your advisees who have an academic alert
and offer support by communicating with them
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Step 8: Click Notes

Generate Report

Report for 1 student

Student Reports

B student Information

[ Motes

Export notes from student's profile

Progress Reports

[ Remaining Requirements

Export a list of remaining requirements for students
including program, requirement and sub-requirement
names.



Step 9: Scroll to the bottom, select “specific notes”, use the drop-down
to select “notes type”, type “active concern” into the text box, and then
click “download CSV”.
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Reach out to John Gibbs at gibbsjm@unk.edu if you have any questions.
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