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To Enter an Early Warning Notice [EWN] for a Student. 

1. Click on Classic Home 

2. Click on Main Menu, BU Student Records, Use, EWN Info. 
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3. On the EWN Info page, enter BENUV for the Academic Institution [if it did not default] and the 

appropriate Academic Career [UGDS for Undergraduate, GRDW for master’s quarter programs, 

GRDS for master’s semester programs, DOCT for doctoral quarter programs, and DOCS for Doctoral 

semester programs]. Next, enter the code of the appropriate term. If you do not know the term code, 

click on the magnifying glass. This will open the Look Up Term page, scroll down the page to find 

the term link and click on it. This will return you to the EWN Info page with the term populated. 

4. If you know the student’s last name, you can use a wildcard in the last name field.  For example, if you 

are looking for a student whose last name begins with “A”, type “A%” in the last name field.  Or, if 

you know the student’s “B” number, enter the number minus the “B” in the EMPL ID field.  
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5. Click on the search button 
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6. Click on the link for the appropriate student in the appropriate class. The EWN form page 

for the selected student in the selected class will open. 
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7. Using the checkboxes and the free format “Comment” box as applicable, enter the 

information regarding the early warning you wish to communicate to the student. Then, 

click on the “Save” button. 
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8. You will be prompted to “Send student notification email?” Click, “Yes”. 

9. You will then be prompted to “Send advisor notification email?” Select, “Yes”. 
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10. The completed EWN form page will reopen. If you wish to submit an EWN for another 

student, click the “Return to Search” button. The EWN Info page will reopen. 


