Advisors:
How to Work Your Cases
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Any cases that have ion application,
been assigned to a Case
Owner (Advisor) will be
found in the Retention

Alert menu item

U Can access your advisees and provide guidance & feedback on
planning

Retention Alert

Here you can work retention cases or contribute retention information for

a student
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Warrior\Web

Daily Work RBetention Alert Work Cases
Retention Alert
< Back to Cases
Use this screen to review the case and the details
Work the Case shared with you. Using your advisee's |D#, return to
Warrior Web Advising, select the student, and make
contact with the advisee. Discuss the contribution
Warrior, Ima and identify solutions and referrals to support their
0654321 success moving forward.
Case History
By: Michelle L. McClure Reminder Date:  9/2/2026
Summary: Student has not completed assignments this week

Detailed Motes: She submitted her assignments during the first three weeks,
but has not attended class this week and stopped submitting
assignments in Canvas

Case type of Academic Concerns

Reminder date automatically defaulted to tomarrow

Actions
Choose an action... il

Warrior\Web

Daily Work Retention Alert Work Cases

Retention Alert
« Back to Cases

Work the Case

Once you have managed the
case, return to Retention Alert
to Work Case. Choose an
action here.

Warrior, Ima

DE54321

Case History

Michelle L. McClure minder Date: 2r2026

Student has not completed assignments this week

By:
Summary:

Detailed Notes: She submitted her assignments during the first three wey
but has not attended class this week and stopped su
assignments in Canvas

Case type of Academic Concerns

Reminder date automatically defaulted to

These are your choices

Actions

Choose an action...

Add a Note
Add Another Type to Case
Send an Email (do not use)

| Change Priority (do not use)
Close the Case
Set a Reminder

Remove Reminder Dates

Choose an action... w

Add a Note

Add Another Type to Case
Send an Email (do not use)
Change Priority (do not use)
Close the Case

Set a Reminder

Remowve Reminder Dates

Choose an action...




Work a Case Action Options

Once you have managed the Add a Note

case, return to Retention Alert to Add Another Type to Case
Send an Email (do not use)

Work Case. Choose an action
| Change Priority (do not use)

using the definitions below. Close the Case

Set a Reminder

Remove Reminder Dates

Choose an action... v

Add a Note Type a summary and detailed notes about your interaction with your advisee

After meeting with your advisee, you determine that there are other
contributions needed to support the student (i.e. housing, finances, and food

Add Another Case Type insecurity)

Ar a future date, you may be able to email the advisee, other faculty, and the
Send an Email (Do Not Use) contributor. At present, emails will not deliver from this screen

All cases are automatically assigned Medium Priority. Changing the priority
Change Priority (Do Not Use) does not elicit action within the Retention Alert system.
Close The Case When case is resolved, you will select a reason for closing the case.®

Reminders for assigned cases are automatically set to the day after the

contribution is made, Case owners can adjust the reminder to receive an
Set a Reminder additional reminder email.

Remove Reminder Dates You may remove future reminder dates, if you have set them.






