
1. Log in your My Tri-C Space

 

 

  



2. Once Logged into my.tri-c.edu, click the three lines in the upper left-hand corner 

 

 

 

  



3. After clicking the three lines, a pop out will show from the left. A new menu will show – click “Discover” 

 

 

  



4. The screen will reload to the “Discover” screen. This screen allows you to search all cards that you can add 

to your personal home screen.  

 

In the search bar in the upper left-hand corner, type “Early Alert”, and hit enter. 

 
  



5. Two cards will show that have “Early Alert” as an option. One specifically for Early Alerts, and one that has 

the option under the “Faculty Grading” card. Click Early Alert. 

 

PS - Save the one you prefer to your home screen by clicking the ribbon. 

 



6. A new browser tab will open - from here you be able to submit the student from your class. 

   
 

 

After you fill out the information, you can select the feedback issues. 

  



 

7. Here, you will select the feedback/issues that the student is having in your class, along with the option for 

recommendations, which would aid the student. You can also add comments about the issue(s) to give better 

detail to the administration what is going on. Please know that more than one issue can be selected. 

 



8. After you have selected your issues, recommendations, and comments, scroll to the bottom of the page and 

click submit. You can enter comments for more than one student if necessary.  

 

 

9. That’s it! The submission gets forwarded to our Early Alert System and is handled by our CARE Team. They 

will receive a notification like on this! 

The notification will have the details that were submitted, along with your course details, for us to reach out 

to the student.  

From here, the CARE Team will take this notification to: 

1. Reach out to the student to address the issues submitted 

2. Notify the instructor that their submissions have been received (if multiple Early Alerts are sent, we will 

send one notice to not overwhelm your inbox) 

3. Follow-up with the faculty if any resolution occurs 

4. After a designated amount of time, if there is no response from the student, we will let the faculty know 

that the CARE Team was unable to connect with the student. 


