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What’s new for Faculty?

▪ Streamlined Process: No longer required to log into an Academic 
Referral system to submit early alerts

▪ Transparency: Now have the option to be copied along the Academic 
Referral process

▪ Accountability: Now required to provide dates and more details in 
submissions



New Location for Faculty to Submit 
Academic Referrals

nsuok.edu (bottom)

Report Concern

“Academic Referral / Early 
Alert” button

https://cm.maxient.com/reportingform.php?NortheasternStateUnivOK&layout_id=7

https://cm.maxient.com/reportingform.php?NortheasternStateUnivOK&layout_id=7


Academic Referral / Early Alert Form

Pt. 1



Academic Referral / Early Alert Form

Pt. 2



Academic Referral / Early Alert Form

Pt. 3



After Faculty Submit Referral…

▪ Academic referral received and reviewed by Student Success 
Coordinator



During Referral Review…

▪ Students are notified via TEXT message that they have been emailed 
an important letter from NSU

▪ Students are notified via EMAIL that an official letter has been issued 
to them by Academic Advising 

▪ Students are sent an official LETTER, outlining academic concern(s) 
and directed to discuss concern(s) with their instructor in a timely 
manner
– Letter names Faculty that submitted Academic Referral

– Letter names Advisor and directs them to Advisor for additional assistance



After Faculty submit referral…

▪ Academic referral received and reviewed by Student Success 
Coordinator 

▪ SSC then attempts to contact student within 2 business days of 
receiving referral, if unable to make contact referral is then 
reassigned to student’s Academic Advisor

▪ Advisor then attempts to contact student within 2 business days
of receiving referral



What’s new for Advisors?

▪ Nothing

▪ Just kidding

▪ But don’t worry, it’s not a lot!

▪ Basically it is the same thing, just using a different program

▪ 1. Reach out to the student of concern

▪ 2. Document contact 

▪ 3. Update referral status



Step #1: Log into Maxient

▪ cm.maxient.com/nsuok (same login as goNSU)

cm.maxient.com/nsuok


Maxient Home Screen / Dashboard

▪ If lost, click the Home button (top right) to return



Step #2: View Unheard Cases (Referrals)

▪ Click on Unheard Cases tab to view assigned referrals



Step #3: View Referral

▪ Click on File ID # to view referral



Step #4: Review Incident Information

▪ Stop to view the Incident Information (referral description)



EFC tab = Electronic File Cabinet

▪ You can also view an electronic copy of the referral in Electronic File 
Cabinet by clicking on the document icons



Step #5: Proceed to Notes section

▪ Click on “Notes” tab



Step #6: Add Notes

▪ Click on “Add a new note by clicking here” button



Step #7: Save Notes

▪ To save the notes, scroll down and click on the “Save updates (saves 
all tabs above)” button



Once ready to close referral, 
proceed to Step #8

If unable to make contact with 
student, proceed to Step #12



Step #8: Closing Referrals

▪ After saving Notes, click on Complete CRF link



Step #9: Case Resolution Form (CRF)

▪ Enter Resolution Information required fields



Step #9: Review Case Resolution Form (CRF)

▪ After entering Resolution Information, scroll down and click on 
“Review this CRF” button



Step #9: Case Resolution Form (CRF)

▪ Enter Resolution Information required fields



Notice that the CRF is not yet complete!



Step #10: Finalize Case Resolution Form 
(CRF)

▪ Scroll down & Click on the Finalize tab



Step #11: Update Case Status & Finalize CRF

▪ Select Closed & Click on the “Finalize CRF” button



Step #12: Reassign Case Back to SSC

▪ Click on the “Assignment” tab, select Student Success Coordinator 
under “Assigned To” section, “Save updates”


