
Student Success – Attendance and Early Alert System Instructions 

How to Issue an Early Alert – Click Here 
How to Use the Attendance Module – Click Here 

Instructions to Access the System 

1. There are two ways to access the Attendance and Early Alert System: 
a. You may access the system by logging into my.scranton.edu and then clicking the Faculty Tab.  A link 

“Attendance & Early Alert” will be in the list of links found below “Faculty Dashboard” as seen below. 
 

 
 

b. You can also find the system by going to my.scranton.edu and going to Self-Service and then to the Faculty tab 
(same place where you find Final and Midterm Grade links) to find the Attendance and Early Alert link as 
shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. You have successfully accessed the system when you reach the screen that will look like what you see 
below in the screenshot. See colorful icons for a description of what they identify. 
 

You may see multiple terms listed if you are teaching courses in both the regular terms AND special 
terms.  In this screenshot, there is only one regular term showing 
 

Below the term you will see the term date span, the date when the system opens, the attendance deadline 
date, and the last day to submit an early alert 
 

Courses will only show up in the list on this main page if the courses are currently active in the term 
listed  
 

If you have not entered any attendance information or early alerts, “Not started” displays next to each 
course 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

The next two sets of instructions will show you how to use the 
Attendance portion and the Early Alert portion of the new system 

How to Issue an Early Alert – Click Here 
How to Use the Attendance Module – Click Here 

  



Instructions for Attendance Portion of System 
1. The attendance portion of this system is not for daily attendance.  This system is set up to indicate whether a student 

is attending your course OR if the student has never attended.  The attendance portion of this system is to correct 
roster issues.   Intermittent attendance from a student is something you submit as an early alert. 
 

2. We ask that you complete the attendance portion of the system only once during the semester.  Please also follow the 
guidance you receive from the Registrar Office. 
 

3. When ready to complete the attendance portion of the system for a course, click the title of the course to access the 
roster from the main system page. You will see the following: 

a. Course and Term info, and days you have left for attendance and early alerts 
b. Your roster with student photos, names, and R numbers (blurred out in screenshot) 
c. Two toggle switches: one for Attendance and the other for Early Alert.  By default, a student displays as 

“Attending” and has “No Early Alert”.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. As an example, let us say the first and third students in this list have never attended the course.  When you click their 

Attendance toggle switches the toggles turns to gray and indicates “Not Attending” as shown below.  Click the 
“Submit Attendance & Early Alerts” button to save. 
 
 
 
 
 
 
 
 
 



5. After you click the save button, the page will indicate changes were saved in a colorful banner at the top of the page.   
 

6. To get back to the main system screen, click the “Change Courses” link at the top of the roster page (shown inside the 
red oval in previous screenshot).  The main system page now looks like the following below in the screenshot. You 
will see that the screen indicates, “2 Not Attending” (because that is how many I chose in this example) and that no 
early alerts were issued.  
 

7. Repeat this process for your other courses and only choose “Not Attending” for those students who have never 
attended the course (or in some cases came on the first day and never again). 
 
 

 

 

 

 

 

 

 

 

 

 

 



Instructions for Issuing an Early Alert in the System 
1. Early alerts may be input into the system any time the system is open. 

 
2. When you would like to issue an early alert, click the title of the course from the main system page to access the 

roster.  You will see the same screen (see below) as when you completed the attendance portion of the system with 
your attendance updates (if you made any). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. As an example, if you click the early alert toggle button next to the second student you will see the following. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. The early alert toggle turns purple indicating an early alert is present for that student.  You may enter any comments 
about the early alert into the text field (as it indicates). Then choose the type of alert by selecting one or more 
categories from the drop down list as shown below. In this example below, two alert options were selected indicated 
by the gray check marks.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. For any alert that does not fit in the categories in the drop down, please choose “Other (explain in comments)” and 
further explain in the comments box. 
 

6. Once you are finished entering any early alert comments and have chosen the type(s) of alert, you may repeat this 
process for other students. 
 

7. Click the “Submit Attendance and Early Alerts” button when finished. The page will indicate changes have been 
saved in a colorful banner at the top of the page.  Click the “Change Course” link to get back to the main system 
screen.   
 

8. Once you click the save button, the student along with you will receive the email that is sent to the student’s 
academic advisor (give it some time to arrive in your inbox).  From this point, the academic advisor will contact 
the student.   
 



9. The main system screen would look like the following if you entered one early alert and two students never attended 
your course in COMM 210. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. You can go into this system any time it is open and enter early alerts.  
 

11. NOTE: You need not enter an early alert for every student! 
 

12. You may view previous alerts by clicking the link at the bottom of the main system page near “View your previous 
submissions here”, click here. 
 

13. On the next page choose the term, and then choose whether you want to view just attendance, just early alerts, or both. 
Click the magnifying glass to bring up your previous alerts.   

Questions about the Student Success Early Alert System? 
 
If you have any questions about the system, please reach out to:  
Julie Ferguson, Registrar and Assistant Provost, Office of the Provost 
Julie.ferguson@scranton.edu  570-941-7721           O’Hara Hall Second Floor 

 


