
How to Issue an Academic Promt/Referral in Bay Advisor

Professors please login to Bay Advisor utilizing your single sign on NetID and associated
password.

Once logged in, scroll down to the “Students In My Courses” list as shown below.

Once the student you wish to Issue a Promt on is selected, you will be brought to their
overview page as shown below.

At the student’s overview page, please select “Issue a Promt/Referral”. This will open a
popup window where you enter the details of the Alert. Please select ONE reason, the best
reason, for the alert, and please select your course as well. Lastly, add comments to assist
the assigned advisor. Comments can include what you have already done to work with the
student, what assignments are missing, or any other information that could be helpful for
the advisor.

https://www.csueastbay.edu/aps/academic-services/the-bay-advisor/index.html


There are several options to select; (+)Positive Prompts, Academic Prompts by level and
Referrals. Each grouping behaves differently.

Positive (+) Alerts send students short encouraging automated messages. The canned
messages can be found HERE

Academic Alerts are sorted by Level, some of which send a message to the student which
can be found HERE.

● Lvl 1 sends an encouraging note to the student.
● Lvl 2 sends an encouraging note to the student and the SCAA will follow up with the

student for tutoring
● Lvl 3 sends an encouraging note to the student and creates a case for an advisor to

follow up with the student
● Lvl 4 creates a case for an advisor to follow up with the student. No message is sent

to the student

Referrals can be used to encourage students to attend specific resources. Each referral
sends an automated message to students which can be found HERE and when referred to
PAC, SCAA or the STEM LAB, the service will follow up with the student via email or text
message encouraging them to make an appointment or come visit them.

https://www.csueastbay.edu/aps/files/docs/the-bay-advisor/positive-alert-automated-emails.pdf
https://www.csueastbay.edu/aps/files/docs/the-bay-advisor/academic-nudge-automated-emails-to-students.pdf
https://www.csueastbay.edu/aps/files/docs/the-bay-advisor/referral-automated-emails-to-students.pdf

