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1. After entering into your course, click on Retention Center under the Evaluation 
section on the course menu. 

 
 

2. In the Retention Center window, click the Customize button in the upper right 
hand corner. 

 
 

3. Click on Create Rule and select Missed Deadline Rule from the option list. 

 
 



4. Under Rule Information, enter ‘Course Verification Survey’ in the Rule Name 
box. Make sure that Included in Risk Table is set to Yes. 

 
 

5. Under Rule Criteria, click Monitor Specific Deadline. In the Course Item select 
box, select Course Verification Survey from the dropdown list. 

6. Set the criteria to be ‘More Than’ and enter ‘0’ in the days box. This should 
trigger an alert for any student who has not submitted the survey by the due 
date. 

 
 

7. Go to the Course Verification Survey (look under the Weekly Lessons folder) 
and verify the due date. It should be no later than Wednesday night of the first 
week of the course. 

 


