To be notified of new advisees

Select the appropriate advisor from the Advisors filter

Save the filter as a Report

Make sure the report is Automated

Select Track Changes to receive notifications when students are added to/removed from the list.
Set notifications to level/type.
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From the Students tab, set the filters to get your desired list of students. At minimum, you will want the
Advisor filter set to your name.
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Once your filters are set, regardless of the number of students returned, you can save it as a “report,”
which is effectively a saved list.
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From the Report pop-up menu, select New Report
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Save As Report

Save your filter settings to complete a ane-click search or
add to an existing manual report..
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After you title the report, make sure you select it to be Automated and to Track Changes.

New Report

Save your filter settings to complete a one-click search..

Report Title

My Advisees

Report Type

® Automated
matcally added or removed to the list
based on the filter criteria
O Manual

Students on the list won't change unless you change them

Track Changes &

Receive notifications wlen the list of students changes for
this report. You cang®ceive alerts on up to 30 reports .

Notify Students @

|_| Automatically send the following message to student(s)
when they match the criteria of this saved report.

Check your notification settings by clicking the Bell icon in the top right corner.
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The saved report can be found at the bottom of the settings section under Alert Events. You can change
the level of the alert, and/or change the alert notification type to Email.

Select the Settings

portion of the pop-up
sidebar

Notifications Settings

Where would you like to be notified?

B Email Notifications

pamela.andrews @tcu.edu

Email Natifications: Messages And Reguests For Review
This setting controls how you are notified via emnail of messages, plan review
requests, or any activity other than a student alert. You will alway
app notification, regardless of your email settings.

Daily

ADVISEE ALERTS

Email Frequency
This setting controls the frequency of emails for advisee alerts.

Instant
Moatification
These settings control how you are notified for alerts you set on your advisees,
You can choose a netification type for each alert,
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Once changes occur, you will see icons on your saved report tile.
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When you click on the tile to view the report, you will see additional buttons to view the following:

e New —the students who have been newly added to the list
e Removed —the students who are no longer on the list
e All—all students currently on the list
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If you select Email as the notification type, you will receive an email from “Stellic Team” with the
updated information.

You have 1 new notification(s)
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To Andrews, Pamela Sat 7/13/2024 9

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

[EXTERNAL EMAIL WARNING] DO NOT CLICK LINKS or open attachments unless you recognize the sender and know the content is
safe.
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Saved Report Alert

Saved Report: Pre-Health Students has new student changes. 367 students added anc

14 students removed Click here to viev
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