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	1. Log into the Early Alert/SSP system
	http://ssp.sinclair.edu 

	2. Enter your Sinclair username and password
	

	3. Click “Send an Early Alert”
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	4. Select the class from the drop-down menu to load the class.
5. Double click on the student’s name until a box appears

6. Click “send early alert.” 
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	7. Select the reason for the early alert.
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	8. Click “add” to insert your suggestion.
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	9. Highlight your choice.
10. Select “add.”

11. Save
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	12. Type any additional comments for the advisor.
13. Click “send early alert.”
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	14. Click “yes” or “no” to indicate whether you’d like a copy sent to the student.
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	15. Click “yes” or “no” to indicate whether or not you’d like to send additional early alerts.
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Click “Send an Early Alert”








Choose the Class








Double click on the student’s name until a box appears.  


Click “Send Early Alert.” 
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Click “Add/Edit” to insert your suggestions.








3).  Save








2).  Select “Add”








1).  Highlight your choice








Click “Send Early Alert.”








Type Comments
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NEW


You now have the option of sending the early alert to the student








Would you like to send additional Early Alerts?





Also NEW


You will be ask if you would like to send additional Early Alerts
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