
Faculty/Staff Guide to Submit an Alert/Case 
1. Open Navigate360 up by using the Login button at gvsu.edu/navigate 

 

2. Click on “Issue an Alert” 

 

3. Search for the student you want to issue an alert for, you can go by first or last 

name, or their G#.  Select a reason for the alert, specify if the alert is related to a 

class and then provide any additional information.  Select the best reason for the 

alert, if multiple apply pick the best one and then provide additional comments 

about the case.  Be sure to hit “Submit.” 

 

https://www.gvsu.edu/navigate/


 

*Note:  Alerts in Navigate360 are for undergraduate student class concerns, if your 

concern is regarding student well-being, resource related, or a graduate student, 

please use a CARE report at https://www.gvsu.edu/care/ 

Please also note that Navigate360 alerts are not HIPAA compliant so do not share 

direct health related information in an Alert. 

4. Alerts will create a case, and that will be assigned to a staff member who will 

reach out to the student.  Cases will be closed and then assigned back to you so 

that you will get an email, like the one below, that has a link to a summary of 

the case and the outreach made.  

 

https://www.gvsu.edu/care/


5. You can verify that an alert/case is in progress for a student by going to their 

Navigate360 page.  Search for them at the top of the screen, using their first 

name, last name, or G#.  Select the student to be brought to their profile. 

 

6. On the right-hand side, you will be able to see if there are any alerts or cases for 

the student.  If you click on “Open Case” or “Alert”  

 

7. Here you can see the alert you’ve submitted for the student.  If you were to 

select Cases, you will not see the on-going case until outreach has been 

concluded but if you have follow-up questions or concerns, please contact Mike 

Messner, messnerm@gvsu.edu  

 

mailto:messnerm@gvsu.edu

