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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/rngvyLLgTw  
 

Step 2: Select “Advisors” then input your name 

 

Step 3: Click “save report”  

 

 

https://stellic.unk.edu/app/report/rngvyLLgTw
https://stellic.unk.edu/app/report/rngvyLLgTw
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Step 4: Click “New 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” 
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Step 6: To access the academic alerts for your advisees, remove all 
filters, select “saved report” and then select your report.  

 

 

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 
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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”.  

  

Reach out to John Gibbs at gibbsjm@unk.edu if you have any questions.  

mailto:gibbsjm@unk.edu
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