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Quick Tips for Submitting and Online Early Alert Referral 
 

1. Select the Online Early Alert link. 
2. Enter the student’s first name and last name. The asterisk * indicates that these are 

required fields. 
3. Enter the student’s email address and telephone number if known. 
4. Enter your first name, last name, email, and telephone number. The asterisk * indicates 

that these are required referrer information fields. 
5. Select your relationship with the student.  

a. Instructor 
b. Advisor 
c. Mentor 
d. Friend 

6. Enter the student’s ID number. The asterisk * indicates that this is a required field.  
 

INSTRUCTOR OR ADVISOR 
 

7. If you are an INSTRUCTOR OR ADVISOR the following list of referral reasons will appear 
in a drop down menu. 

8. Select one of the following: 
a. Tardiness/Absences 
b. Not completing assignments 
c. Low quiz/test scores 
d. Apathy, lack of connection in classroom 
e. Poor basic academic skills 
f. Lack of preparation 
g. Submits substandard work 
h. Significant change in physical demeanor 
i. Poor attitude toward learning 
j. Physical health concern 
k. Mental health concern 
l. Financial concern 
m. Social concern 

9. To add additional responses from the list above select Add another response located on 
the right of the page. 
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10. If the reason for the referral does not appear in the list or the referrer would like to 
enter additional comments, type the referral reason or comments in the space under 
“Other reason for Referral. 

11. Select the Submit button after all information has been entered into the form. 
 
MENTOR OR FRIEND 
 

12. If you are a MENTOR OR FRIEND the following list of referral reasons will appear in a 
drop down menu. 

a. Significant change in physical demeanor 
b. Poor attitude toward learning 
c. Physical health concern 
d. Mental health concern 
e. Financial concern 
f. Social concern 

13. To add another response from the list above select Add another response located on 
the right of the page. 

14. If the reason for the referral does not appear in the list, or the referrer would like to 
enter additional comments, type the referral reason or comments in the space under 
“Other reason for Referral”. 

15. Select the Submit button after all information has been entered into the form. 
 
 

Contact us for assistance: 
 
Rita D. Conley, Director 
870-575-8368 
conleyr@uapb.edu 
 
Rashunda Johnson, Retention Coordinator 
870-575-8366 
johnsonr@uapb.edu 
 
Kimberly Jones Sneed 
Senior Completion Coach 
870-575-8370 
jonessneedk@uapb.edu 
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