
 

 

Navigate How-To Guide for Faculty 

Editing an Alert with an Open Case 

and Seeing the Activity on an Open Case 

 

On your Professor Home Page, scroll down to find My Issued Alerts 

Click on the name of the student whose case you want to edit or see the activity for  

 Do NOT click on the Open Case Buttons (not informative) 

 

 

 

 

 

 

 

 

On the right-hand side under the student’s 
picture, click on  the Open Case 

 

 

 

Click on the Manage Case button on the far right hand side 
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The Manage Case box opens showing: 

• Which staff have been assigned the case and who (if anyone) has been designated as the 
owner of the case.  

• The case activity shows the comments the faculty entered on the alert and any comments 
the staff added regarding outreach efforts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click the Add Comment Button to add additional comments to the case 

• Click Close Case and select appropriate reason for closing the case 

o Student contacted and made 
plan to address alert 

o The alert was raised by mistake 

o Student withdrew from class 

o Redundant alert raised 

Student Name 


