
 
 

     HOW TO SUBMIT  
EARLY ALERT NOTIFICATIONS 

 
The SAGE Early Alert system allows faculty to easily and quickly create electronic progress reports and 
referrals. Early Alert is a referral system that allows instructors to share concerns about students with 
counselors and staff in a confidential environment.  
 

Faculty can catch and act on warning signs early so students can get the help they need to succeed. By 
identifying concerns about students, they may be connected with key campus professionals who can:   

-Address struggles or situations outside of the classroom  
-Effectively match solutions to address their needs  
-Provide options and resources to support student success  

 

SAGE Early Alert is an add-on to TutorTrac, the program already used to track student use in the tutoring 
centers and other student services. SAGE allows you to respond electronically to requests for attendance and 
other reports or to submit a referral for your students at any time. The tutoring centers, counselors, and 
student services programs check SAGE reports regularly for new referrals and to determine what, if any, 
follow-up is needed. 
 
Step 1 Visit yc.yccd.edu  
    Click on Faculty and Staff (upper left-hand side)  

  Scroll down, find Academics and click 
  Early Alert & Intervention Programs   
OR 
Direct Link: 
http://yubacollege.tutortrac.com/TracWeb40/Default.html 
OR 
There is also a page on the Yuba College website with FAQs 
https://yc.yccd.edu/about/early-alert-intervention-programs/  

 

Step 2 After clicking on the Early Alert & Intervention Programs or either of the links, click Log in:  
 Username and Password will be the same as your login.yccd.edu login.  

  

Step 3 On the left hand side, under Faculty Courses 
  Click a course (wait for next screen) 
  Click on student ID (wait for next screen) 
  Click on SAGE (middle button, wait for next screen) 
  Click on New (under student name) 
  Choose appropriate Referral Type in drop down box. 
 -Kudos Notification (Student receives Email) 
 -2nd Week Attendance (Student Services programs access reports) 
 -4th Week Early Alert (Student receives email and Student Services programs access reports) 
 -10th Week Early Alert (Student receives email and Student Services programs access reports) 
 -Confidential Notification (Student Services designee receives notice) 

 

Step 4 Final Step:  
Click Submit when you are finished with this course, and return to the Faculty Courses page to repeat the 
process for another course.  
 

NOTE: You will not receive specific confirmation that your referrals have been successfully 
submitted, but you can check on individual students. Click your course name to load its roster, and 
then click a student’s ID number to see the Student Entry box. The SAGE tab will show your 
referrals submitted for this student. 

https://yubacollege.tutortrac.com/TracWeb40/Default.html
https://yubacollege.tutortrac.com/TracWeb40/Default.html


 
 

 

PLEASE     ALL THAT APPLY 
 
 

Kudos Notification      2nd Week Attendance Notification 
 
 
 
 
 
 
 
 
 
 
4th and 10th Week Early Alert Notification  Confidential  
  
 
 
 
 
 
 
 
 
 
 
 
 
 

Sample Email student receives 

  
 

Sample Report pulled from Student Services programs 

 


