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Step 1: Log into Stellic using your NUID and password. 

Step 2: Using the quick filters that are in Home or the Students tab, click on the specific course 
and section to identify the student(s) enrolled. 

 

Step 3: Select the student(s) you would like to submit an academic alert for. 

 

 

 

 

https://stellic.unk.edu/app/home


 

 

 
Step 4: Select the “Actions” button, then “Leave Note Using Template for 2 Students” 

 

Step 5: Select the academic alert reason, there are 3 options for specific use. 



 

Step 6: Select “Use This Template” to add any additional information to the note. 

 



Step 7: You must link the specific course (e.g., ITEC 353) and select “Save.”  If you skip this step, 
the student or advisor won't know which class the alert refers to. Do not change any additional 
details of the template, especially the “tag” 

 

 

You are done. AACD will communicate with the students. Advisors can find instructions on which 
of their advisees have academic alerts Learn more about this process.  

https://www.unk.edu/offices/acs/identifying-academic-alerts-for-advisees.pdf


Method Two: Create an Academic Alert from the Advisor Home. 

Step 1: From the Home dashboard, click on the “Quick Actions” button, and select “Concern”. 

 

 

Step 2: From the blank note, click the “Use a Template!” link at the top of the note form.  

 

Step 3: Choose the specific template needed. The rest of the steps are the same as above. 

https://stellic.unk.edu/app/home

