
Student Success – Attendance and Early Alert System Instructions 

How to Issue an Early Alert – Click Here 
How to Use the Attendance Module – Click Here 

Instructions to Access the System 

1. There are two ways to access the Attendance and Early Alert System: 
a. You may access the system by logging into my.scranton.edu and then clicking the Faculty Tab.  A link 

“Attendance & Early Alert” will be in the list of links found below “Faculty Dashboard” as seen below. 
 

 
 

b. You can also find the system by going to my.scranton.edu and going to Self-Service and then to the Faculty tab 
(same place where you find Final and Midterm Grade links) to find the Attendance and Early Alert link as 
shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. You have successfully accessed the system when you reach the screen that will look like what you see 
below in the screenshot. See colorful icons for a description of what they identify. 
 

You may see multiple terms listed if you are teaching courses in both the regular terms AND special 
terms.  In this screenshot, there is only one regular term showing 
 

Below the term you will see the term date span, the date when the system opens, the attendance deadline 
date, and the last day to submit an early alert 
 

Courses will only show up in the list on this main page if the courses are currently active in the term 
listed  
 

If you have not entered any attendance information or early alerts, “Not started” displays next to each 
course 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

The next two sets of instructions will show you how to use the 
Attendance portion and the Early Alert portion of the new system 

How to Issue an Early Alert – Click Here 
How to Use the Attendance Module – Click Here 

  



Instructions for Attendance Portion of System 
1. The attendance portion of this system is not for daily attendance.  This system is set up to indicate whether a student 

is attending your course OR if the student has never attended.  The attendance portion of this system is to correct 
roster issues.   Intermittent attendance from a student is something you submit as an early alert. 
 

2. We ask that you complete the attendance portion of the system only once during the semester.  Please also follow the 
guidance you receive from the Registrar Office. 
 

3. When ready to complete the attendance portion of the system for a course, click the title of the course to access the 
roster from the main system page. You will see the following: 

a. Course and Term info, and days you have left for attendance and early alerts 
b. Your roster with student photos, names, and R numbers (blurred out in screenshot) 
c. Two toggle switches: one for Attendance and the other for Early Alert.  By default, a student displays as 

“Attending” and has “No Early Alert”.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. As an example, let us say the first and third students in this list have never attended the course.  When you click their 

Attendance toggle switches the toggles turns to gray and indicates “Not Attending” as shown below.  Click the 
“Submit Attendance & Early Alerts” button to save. 
 
 
 
 
 
 
 
 
 





Instructions for Issuing an Early Alert in the System 
1. Early alerts may be input into the system any time the system is open. 

 
2. When you would like to issue an early alert, click the title of the course from the main system page to access the 

roster.  You will see the same screen (see below) as when you completed the attendance portion of the system with 
your attendance updates (if you made any). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. As an example, if you click the early alert toggle button next to the second student you will see the following. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. The early alert toggle turns purple indicating an early alert is present for that student.  You may enter any comments 
about the early alert into the text field (as it indicates). Then choose the type of alert by selecting one or more 
categories from the drop down list as shown below. In this example below, two alert options were selected indicated 
by the gray check marks.  
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