Quick-Start Guide: Responding to Early Alerts
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	1. Read email detailing the instructor’s concerns
	Outlook email

	2. Contact student
	Phone ( Email ( Letter

	3. Log into the SSP system
	http://ssp.sinclair.edu

	4. Log-on with your Sinclair username and password
	

	5. View ( Counselor Caseload
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	6. Find the student on the pending (and occasionally on the active) tab.
7. Double click on the name.

8. Click “View the Student Record”
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2).  Left-Click on 

Name for Options

1). Click on “Pending” for 

Early Alert Students

3).  Select “View 

Student Record”

Laura



	9. Click “Early Alert” 
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	10. Highlight the early alert notice
11. Click respond


	
[image: image4]

	12. Select outcome on the drop-down.

13. Click “Add/Edit” to add referral departments
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	14. Highlight departments

15. Click Add

16. Save
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	17. Insert any additional comments
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	18.  Click “Yes” or “No” to record your response in the SSP database
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Contact was made and  

student responded by 
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person.  No further action 
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No = 

Contact was attempted 

either by phone or email.  

No response from the 

student.  Further action 

can be taken.




Under “View” go to “Counselor Caseload”
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