
             Early Alert 
To access Early Alert from your MyUB portal under Tools please click on FSP Alert. 

This will take you to the Early Alert Home Page. 



 

Click on My Class Roster tab then click on course that you wish to select 

a roster for. You will see listed here all of the classes that you are 

teaching this semester. 



 

Select the date you wish to enter your roster for. Click Change Date. 



 

Enter an attendance code for each student, concerns and comments if you have 

them, and 

Indicate whether you would like the FSP (First and Second Year) Office 

to contact the student. Then click Save Attendance at the bottom 

of the page and check the box to finalize the roster. 

 



 

 

Click the Reports tab to view your Intervention Request Summary. 

These are comments that you have left for students and advisor responses. 



 

 

Click the Reports tab to review your Student Concern Summary. 

This report shows other faculty who have left concerns and/or comments for 

students 

in your class. 



 

Click the Reports tab for the dropdown menu to review your Student Learning 

Community Report. This report shows other Learning Community faculty who 

have left concerns and/or comments for students in your class. 

 

 

 



UB Early Alert 
 
For Early Alert access, please use Mozilla Firefox. 
 

Accessing the Early Alert Tool 
 
Access the tool through MyUB (https://myub.ubalt.edu), clicking on the Sakai icon in the Tools section 

(upper, right-hand corner): 

 

 

Once logged in, select your course site and click on the Early Alert tab. 

 
 
 



Alternatively, the Early Alert tab may appear in your MyUB portal, under Tools: 
 

                                       

 
How Early Alert Works 

 



 
 
How to take attendance 
 

1. Click on the My Class Roster menu 

2. Select the class date for which you wish to take attendance, and click on the "Change 

Date" button  

 
3. Click on individual students to set their attendance to Present, Absent, Excused, or 

Tardy. You can also use the "Mark All as Present" or "Mark All as Absent" buttons to 

mark all students in class as present or absent 

 
 

4. Click on the "Save Only" button to save changes 

 

5. Click on the pencil icon to leave feedback for individual students  

       
a. Check concerns (1-8), can select multiple concerns 

b. Leave comment if any 

c. Indicate if FSP office should contact student (Yes/No) 

d. Click on the “Save” button to save changes  

6. Click on the “Add Comment/Concern” button to leave feedback for individual students 

 
       

a. Select your concerns  

b. Leave your comments  

i. Click on the “Save and Email” button to email your comments/concerns 

to the student’s advisor.  This email will also go directly to the student as 

well as the advisor. 

ii. Click on “Save Only” button if you wish to document an issue but not 

send it to advisor at this time  

 

 

 



Optional Referral to Library Services 

Faculty will now have the option of referring students to Library Services.  The referral will generate an 

email that will go directly to one of the recommended areas to provide student assistance in a specific 

area. 

 

 

       Email goes to student      

 

 

7. IMPORTANT: Once you've verified your changes, click on the "Email Advisor and 

Student" or “Save Only”  button to officially submit attendance roster. 

 

Submitted rosters will go into pending review status waiting for advisors to review.  

How to cancel class 

1. Click on the My Class Roster menu 

2. Select the class date for which you wish to take attendance, and click on the "Change 

Date" button  

3. Click on the "Cancel Class" button  



 
 

Accessing Reports 
There are three types of faculty reports: Attendance Summary by Class, My Intervention 
Request Summary, and Student Concern Summary 

 
1. Click on the Reports menu 

2. Select the report you wish to view 

a. Attendance Summary by Class report displays the total number of absences, 

the total number of concerns, etc… 

b. My Intervention Request report displays any students that you’ve referred to 

the Freshman Advising office 

c. Student Concern Summary report displays other faculty who have left 

comments for students in your class 

 

If you need to unsubmit a roster this is now a feature on the advising end 

of Early Alert. Please email Carey Miller at cmiller@ubalt.edu and let him know 

which class and date a roster needs to be resubmitted for, and he will 

unsubmit, so any necessary additions or changes to your roster can be made. 

 

 

 

 

 

 

 


