How to Issue a Referral for a Student Scribe -

1 Log into Navigate https://uhcl.campus.eab.com/
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2 Click "Issue an Alert" at the top right of your home screen

Actions

Hs

Issue an Alert

Upload Profile Picture

Quick Links
Take me to
Schedule a General Event

School Information

3 Enter the student's name or 7-digit ID under the "Student” field
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4 Select a referral from the list under "Please select a reason"

ISSUE AN ALERT

Student JoeTest X

Please select a reason

) ) » Academic Coaching (Referral) =
Is this associated with a specific class?

Academic/Scholarly Sources Help (Library Referral)

Additional Comments Citation & Plagiarism Help (Library Referral)

Dissertation Formatting Support (Library Referral-Grad
ONLY)

Please enter a comment

Help with Assignment/Research Paper (Library Referral)
Internship Referral

Peer Mentorina (Referral)

Cancel m

5 For this example, I will select "Tutoring" to refer the student to the Student
Success Center. If your referral is associated with a specific class that the student
in enrolled in, you can select the course under the drop down options. Since Joe
Test is a fake student and not enrolled in any courses, we cannot see courses
under this example.

ISSUE AN ALERT

Student JoeTest X

Please select a reason x Tutoring (Referral)

Is this associated with a specific class? ‘ Optional v ‘

.
Additional Comments

Please enter a comment

Below you will find the details for each Alert Reason chosen and what action(s) will be taken.

Tutoring (Referral):
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In "Additional Comments" please include information for the staff member on the
receiving end to be able to help the student most effectively

ISSUE AN ALERT

Student JoeTest X

Please select a reason % Tutoring (Referral)

Is this associated with a specific class? Optional

()

Additional Comments

Joe has shared concerns with mastering the topics in his Accounting 101 class and needs tutoring

Below you will find the details for each Alert Reason chosen and what action(s) will be taken.

Tutoring (Referral):

* An email will be sent to the user to which the Case is assigned

7  Click "Submit"

ert Reason chosen and what action(s) will be taken.

+which the Case is assigned
sent to the assigned case owner
sent when case is closed
d to a staff
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