] :' A } 3 Student Success Collaborative
- - Navigate

Quick Start Guide for Navigate

GETTING STARTED

1. Log in to Navigate using your SSO credentials! Once logged in, links below will take
you directly to the Help Center with How-to steps, videos, and best practices.

Training site URL: https://buffalostate.campus-training2.eab.com/ - available for
training/practice only

2. Configure Availability and Calendar for Appointment Scheduling

+ Set Up Your Availability - This is an important first step that will allow you to then create
appointments with students by selecting the ‘Add Time’ from your Staff home screen - see
Appendix A for detailed instructions on setting up your Availability.

+ Sync Your Calendar - This initiates the two-way sync between Navigate and your calendar.
See Appendix B for detailed instructions.

KEY PLATFORM FEATURES

Perform These Key Actions to Identify, Communicate With, and Support Students
(Please note these features are permission-based at your institution)

+ Reference the Student Profile — After clicking on a student’s name through the search
results, your Staff Home, or the Quick Search, note their Academic progress and any areas
of concern with the various tabs on a student’s profile

+ Mass Email and Text a Group of Students - Use '‘Send a Message’ from the ‘Actions’
drop-down to contact your advisees or other lists you've created in the platform - see
Appendix C

+ Add Appointment Summary Reports or Notes— Record your interactions and follow-ups
from student meetings by adding an Appointment Summary Report (record associated with
an appointment) or a Note (general record not associated with a specific meeting) - see
Appendix D

- Create a Progress Report or Issue an Alert to initiate Alert interventions. Staff will
intervene based on level of interventions - see Appendix E

+ Create an Appointment Campaign - Use this to invite students set up an appointment
during times you have designated - see Appendix F

- Build an Advanced Search - Use Saved Searches and Lists to create your own caseload of
students through student population filters — see Appendix G



https://buffalostate.campus-training2.eab.com/
https://helpcenter.eab.com/hc/en-us/articles/360014072874-My-Availability
https://helpcenter.eab.com/hc/en-us/articles/360058411574-Tips-for-Syncing-Your-Calendar
https://helpcenter.eab.com/hc/en-us/articles/360014604914-Student-Home
https://helpcenter.eab.com/hc/en-us/articles/360014188693-Emailing-and-Texting-Students
https://helpcenter.eab.com/hc/en-us/articles/360014178813-Appointment-Summaries
https://helpcenter.eab.com/hc/en-us/articles/360014083914-Notes
https://helpcenter.eab.com/hc/en-us/articles/360011460434-Campaigns-Progress-Report-Campaigns
https://helpcenter.eab.com/hc/en-us/articles/360014178053-Alerts
https://helpcenter.eab.com/hc/en-us/articles/360011092253-Campaigns-Appointment-Campaigns
https://helpcenter.eab.com/hc/en-us/articles/360014175873-Advanced-Search

Need Help? Access EAB’s Help Center

Visit the Navigate Help Center for articles and how-to instructions on all
Navigate Features and Workflows.

9019 . aq O . Accessing the Help Center -

Step 1: Log in to Navigate
Resources & Support = ;

Step 2: Click on the question mark icon in
Release Information > the top right-hand corner.

Search for Help Articles > Step 3: Click Help Center & Support Links
from the drop-down menu

Help Center & Support Links >

Step 4: Select Help Center to be taken to
Submit a Ticket N articles and step by step instructions for
Navigate features and workflows. View the
Help Center Overview Video to get the most
from its resources!

Search

Platform Information

Feature Index Actions and Workflows
Learn about Navigate's features across all three pillars - Strategic Care, Explore common workflows in the platform and learn more about the
Smart Guidance, and Intelligence. features to support your goals
I“?(' 0 feat e articles in the Helo Cent For more detailed guidance,
INKS TO Teature-speciric articies in e ne enter _—
P b check out the Help Center!

are found at the bottom of each page of this
document (look for this icon)

Additional Questions? Email hudsonrj@buffalostate.edu for support!

©2018 EAB Global, Inc. e All Rights Reserved 2 eab.com


https://www.eab.com/
https://helpcenter.eab.com/hc/en-us/articles/1500003172381-Help-Center-Overview-Video
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New Features in Navigate

You can expect to find a few new or enhanced features in your Navigate site,
which will improve functionality and processes.

S T e

An entity in Navigate, which allows specific groups on
campus the ability to support students with
customized appointment scheduling, reporting, and
access to data with decision support.

Care Units

Student Campaigns allow staff to reach out to specific
student populations in bulk and encourage them to
schedule appointments (Appointment Campaigns),

Student Campaigns enroll on time (Enrollment Campaigns) or take other
specific actions (Messaging Campaigns). See
Appendix F.

This dashboard is designed to give you at-a-glance,
actionable information about students who are
assigned to you and an overview of ongoing and
recent activity.

Staff Dashboard

Navigate Student is a dynamic mobile platform that
provides intelligent, tailored guidance to help students
succeed. Students can schedule appointments,
browse targeted content like Resources and To-Dos,
view their Class Schedule, join Study Buddies, fill out
your institution’s Intake Survey, and so much more!
Navigate Student allows push notifications for high
priority items.

Student Mobile App

From Advanced Search, users can create static
student lists, which appear on their Staff Home. You

Student Lists can use these lists in a variety of ways, from sending
messages, initiative appointment campaigns, or
issuing alerts.

©2018 EAB Global, Inc. e All Rights Reserved 3 eab.com
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Starfish to Navigate Migration — Key Feature Glossary

Navigate feature links lead to the Navigate Help Center. You must be logged in
to Navigate and have Help Center permissions to access these links.

Starfish Feature Navigate Feature

Home Page
Success Network
Staff Assignments

Send a Message to a Student (Email, 1-way

Texting)
Schedule Meetings/Group Sessions
Office Hours

Event Attendance
Kiosk

Travel Letters & Study Hall: Self-Service

Kiosk

Meetings Report (appointment) or Activity

Report (kiosk activity)
Notes

Kudos - Positive feedback
Flags — Manual Flags
Flags - System Flags

Flags - Student-raised ("Raise Your Hand"”)

Tracking Item - To-Dos

Tracking Item - Referrals
Success Plan

Intake Form

Service Cards

Progress Survey

Starfish Help

Student Folder (view information)
Filters

Attributes, Cohorts & Organizations
(automated from SIS)

Attributes, Cohorts & Organizations
(manually assigned in Starfish)

Reports

Macros

©2018 EAB Global, Inc. e All Rights Reserved

Staff Home & Staff Dashboard

Student Success Network

Relationship Types

Send a Message (Email, 1 or 2-way Texting),
Messaging Campaigns

Appointment Scheduling (Care Units, Locations,
Services)

Appointment Scheduling (Care Units, Locations,
Services)

Kiosk (Record Visit)

Kiosk

Travel Letters & Study Hall

Appointment Summary Report

Notes
Alerts (Positive)

Alerts (Negative, Neutral)

Automated Actions

Hand Raise
To-Dos & Events

Alerts (Neutral)

Staff To-Dos, To-Dos & Events (Now called Checklist),
Alerts

Intake Survey, Surveys

Resources
Progress Report
Help Center

Student Profile (view information)
Advanced Search Filters

Categories & Student Lists

Tags & Student Lists

Reports
Analytics Dashboards*

Available dependent on modules purchased

4 eab.com
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https://helpcenter.eab.com/hc/en-us/articles/360010274814-Staff-Home
https://helpcenter.eab.com/hc/en-us/articles/1500008665181-My-Dashboard
https://helpcenter.eab.com/hc/en-us/articles/360014213833-Student-Success-Network
https://helpcenter.eab.com/hc/en-us/articles/360011721793#h_3f74bf9e-4b4c-41c6-acc6-c8558110b6fd
https://helpcenter.eab.com/hc/en-us/articles/360057925534-Common-Questions-about-Send-a-Message-Feature-Emailing-and-Texting-Students
https://helpcenter.eab.com/hc/en-us/articles/5700550933399-Campaigns-Messaging-Campaigns
https://helpcenter.eab.com/hc/en-us/articles/360057316014
https://helpcenter.eab.com/hc/en-us/articles/4418002153367-Care-Units-Scheduling-
https://helpcenter.eab.com/hc/en-us/articles/360012100294-Creating-or-Editing-a-Location
https://helpcenter.eab.com/hc/en-us/articles/360007511733-Care-Units-Services-Tab
https://helpcenter.eab.com/hc/en-us/articles/360057316014
https://helpcenter.eab.com/hc/en-us/articles/4418002153367-Care-Units-Scheduling-
https://helpcenter.eab.com/hc/en-us/articles/360012100294-Creating-or-Editing-a-Location
https://helpcenter.eab.com/hc/en-us/articles/360007511733-Care-Units-Services-Tab
https://helpcenter.eab.com/hc/en-us/articles/360014636573-Managing-an-Event
https://helpcenter.eab.com/hc/en-us/articles/360011500974-Kiosks
https://helpcenter.eab.com/hc/en-us/articles/360011455673-Travel-Letters
https://helpcenter.eab.com/hc/en-us/articles/360014186093-Study-Hall
https://helpcenter.eab.com/hc/en-us/articles/360014178813-Appointment-Summaries
https://helpcenter.eab.com/hc/en-us/articles/360014083914-Notes
https://helpcenter.eab.com/hc/en-us/articles/360014178053-Alerts
https://helpcenter.eab.com/hc/en-us/articles/360014178053-Alerts
https://helpcenter.eab.com/hc/en-us/articles/13792689010583-Automated-Actions
https://helpcenter.eab.com/hc/en-us/articles/12632650507671-Hand-Raise-New-Feature-Spotlight
https://helpcenter.eab.com/hc/en-us/articles/1500012247742-To-Dos-and-Events-Page
https://helpcenter.eab.com/hc/en-us/articles/360014178053-Alerts
https://helpcenter.eab.com/hc/en-us/articles/360014186553-To-Dos-Staff-Platform-
https://helpcenter.eab.com/hc/en-us/articles/1500012247742-To-Dos-and-Events-Page
https://helpcenter.eab.com/hc/en-us/articles/360014178053-Alerts
https://helpcenter.eab.com/hc/en-us/articles/360014107234-Intake-Survey
https://helpcenter.eab.com/hc/en-us/articles/1500013012981-Surveys-in-Navigate-Student
https://helpcenter.eab.com/hc/en-us/articles/360014107194-Resources
https://helpcenter.eab.com/hc/en-us/articles/360011460434-Campaigns-Progress-Report-Campaigns
https://helpcenter.eab.com/hc/en-us
https://helpcenter.eab.com/hc/en-us/articles/360014074674
https://helpcenter.eab.com/hc/en-us/articles/360014175873-Advanced-Search
https://helpcenter.eab.com/hc/en-us/articles/360014216373-Categories
https://helpcenter.eab.com/hc/en-us/articles/360014185453-Student-Lists
https://helpcenter.eab.com/hc/en-us/articles/360014604894-Tags
https://helpcenter.eab.com/hc/en-us/articles/360014185453-Student-Lists
https://helpcenter.eab.com/hc/en-us/articles/360042530013-Reports
https://helpcenter.eab.com/hc/en-us/sections/360009715454-Intelligence

Appendix A: Setting Up Your Availability

Availability

As a new user, the first thing you need to do is set up availability so that students can schedule appointments to see
you. It is important to note that locations and services are created by institution administrators.

Staff Home e

Students ~ Upcoming Appointments My Availability

Available Times e

Actions v

SELECT DAYS OF WEEK  TIMES DATES LOCATION
VN\:I'EQ' Tue, 8:00a-5:00p Forever My Advisor's Office

MODIFY AVAILABILITY

Forever

Add to your personal availability link?

% Add this availability to your personal availability link?

What type of availability is this?

Appointments Drop-ins Campaigns
Meeting Preference
% In-Person x Virtual Meeting

Care Unit

Advising

Location

Academic Advising Center

Services

» Academic Planning % Changing a Major % General Advising

URL / Phone Number

Special Instructions for Student

B I |Z 1|
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PURPOSE CARE UNIT

Changes to my Schedule
For: Appointments/Drop- Advising Edit
Ins/Campaigns

Add Time -
Step 1: Click the Add Time button in the Actions Menu

Step 2: Select the days as well as start and end time
in the From and To fields.

Step 3: Set the length of the availability with the How
Long Is this Availability Active? field.

Step 4: If you want this availability added to your
personal availability link, select Add This Availability to
Your Personal Availability Link? You can put the
personal availability link in an email or text or on a
website. Students are taken to a scheduling workflow
that has the staff/faculty’s chosen availabilities pre-
filled. (Note: Personality Availability Link only works
for regular Appointments, not for Drop-in’s and
Campaigns)

Step 5: Select your Availability types. You can choose
more than one at a time. For example, an availability
can be for both Drop-In and Appointments.

Step 6: For Meeting Preference, select the applicable
meeting modality.

Step 7: For Care Unit, select appropriate functional
area.

Step 8: Choose the location where you will be
available.

Step 9: Select services you can provide students
during this availability. You must choose at least one
service but can pick more.

Steps 10-14 continued on next page...

eab.com
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Appendix A: Setting Up Your Availability

URL / Phone Number Step 10: In the URL / Phone Number field, add your
meeting link for your appointments.

Special Instructions for Student Step 11: Use the Special Instructions box to include
B I |12 & additional details for students. (Example: We will use
Zoom for our meeting, which you can access by using
2.2 room 23, please bring paper the link provided. Virtual meeting spaces allow us the

flexibility to connect from various spaces. Please
ensure the space you are in is conducive for such a
meeting. I very much look forward to meeting with

you!)

Step 12: If you want to hold group appointments, you

Will you be meeting with multiple students? can specify the number under Max Number of Students
These settings will not be used for kiosk and campaign purposes. pel‘ Appoml’ment. OtherW|Se, you can |eaVe |S as 1 fOF
Max Number of Students per Appointment one-on-one appOIntments'

Step 13: Click the Save button.

o m Step 14: Repeat this process until all your
availabilities have been defined.

* You can have as much availability as needed.

« Creating multiple availabilities will enable you to set
aside specific blocks for specific services
(registration advising for example) or meeting types
(drop ins vs. scheduled appointments)

Editing Availability:

Copy Time - to copy a time, select the time you would like to copy and then click the Copy Time
button. The availabilities will be copied, and a dialog will open allowing you to make edits or to save
your newly created availability.

Delete Time- to delete your time, simply select the time and click the Delete Time button.

Group Appointments - You can create availability for group appointments by indicating how many
students are able to schedule into the same appointment (indicate specific number under “Max
Number of Students per Appointment”)

Inactive availabilities are highlighted in red in the Times Available grid.

For more detailed guidance,
check out the Help Center!

©2018 EAB Global, Inc. e All Rights Reserved 6 eab.com
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Appendix A: Setting Up Your Availability & Target Hours

MonTue,  9%oam. L Academic Success
Tha Center

Wed,

MonTue  Booem. L
Wed, Tha Fri 590pm Center

Personal Availability Link

Scheduling Target Hours <&

Target Hous Por Week

|1

B sk schecising for the week when target iz it

o in Eastorn Time

@ & PP
@
=]
Staff Home ~
T oy, D
o
® Available Times
»
4 Bl vl o e e o e
= I R — T
B o o
® weathafn S0 rever Washingron b o
—s
weaar T e Washington DC "
T
0 Wt R e Washingion 0C o

sac

anadal

Scheduling Target Hours

Target Hours Per Week

15| s

Block scheduling for the week when target is hit

Update Target Hours

©2018 EAB Global, Inc. e All Rights Reserved

Target Hours allow staff to restrict the number of hours
in which they can be scheduled for appointments via
Student Scheduler.

» Staff set their Target Hours in the Scheduling
Target Hours section.

» Target Hours have two aspects:

1. Target Hours Per Week: This is the
maximum number of hours per week in
which they can be scheduled for an
appointment. (You can set this between 1-
168 hours.)

2. Block scheduling for the week when
target is hit: If selected (and hours have
been reached), the staff member will no
longer be available to students for
appointments for the remainder of the
week.

* Note: Target Hours are calculated against all
Services, Locations, and Care Units. Your
Leadership Team will provide clarification on how
this feature should be used.

eab.com
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Appendix B: Sync Your Outlook Calendar

Integrating Your Calendar

The availability you set up within Navigate dictates students’ ability to schedule appointments with you. You have
the added option to integrate your calendar with the Navigate platform to pull in Free/Busy times from your
personal calendar and push appointments scheduled in Navigate to your personal calendar.

Toggle to the calendar page within Navigate using the calendar icon on the left side toolbar.

Select Settings and Sync on the top right side of the page

Click Setup Sync. You will see a “Your school prefers to use Office 365 sync” banner on Calendar with a

“Use Office 365..."” button to begin the setup.

Choose Sync For Microsoft Outlook:

Microsoft Office 365

Recommended option.

© Your school prefers to use Office 365 sync. Use Office 365... X

Outlook Service Accounts
Will be deprecated in 2020.

Go back...

4. Upon clicking the button, you will be routed to login.microsoftonline.com. If the you are not already signed into

Office 365, you will be prompted to sign in.

5. After signing in, Office 365 will ask you to grant permission for the application to access your calendar. Pressing

“Accept” will authorize and begin the syncing.

Microsoft Office 365:
eab_st_0365_2@eabdev.onmicrosoft.com

ﬁ
~

‘ Retry Sync... ’

[ Disconnect Sync... ’

©2018 EAB Global, Inc. e All Rights Reserved 8

The browser will return to the Calendar Integrations
page. The “Exchange Integration” tab will no longer
appear. The “Office365 Integration” tab will now show
the timestamp for the last successful sync (or any
applicable error message) and will include options for
you to Retry or Disconnect the sync as needed.

The Two-Way Sync will enable that any agenda item
created from Navigate will sync back to your Outlook
Calendar. All existing events and events that are created
from your Outlook Calendar will be shown as ‘Busy’ in
Navigate

For more detailed guidance,
check out the Help Center!

eab.com
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Appendix B: Sync Your Google Calendar

Integrating Your Calendar

PLEASE ONLY SYNC YOUR CALENDAR IN THE PRODUCTION SITE

The availability you set up within Navigate dictates students’ ability to schedule appointments with you. You have
the added option to integrate your calendar with the Navigate platform to pull in Free/Busy times from your
personal calendar and push appointments scheduled in Navigate to your personal calendar.

Step 1: Click on the Calendar Icon on 1_7—}
the left side toolbar (third icon from
the top).

=]

My Calendar

@

Calendar View List of Calendar Items

Step 2: Click “Settings and Sync” in .
the upper right-hand corner ﬁ Settmgs and SYF'IC

Step 3: Click “Setup Sync...”
A

Last Sync: N/A

I Setup Sync... ]

You can now sync your calendar by clicking the “"Google Calendar” button. You will be prompted to complete the
sync from your Gmail account confirming your request to sync. Click “Allow”. You will then be relocated back to
Navigate. Click on the drop down for “calendar for two-way sync” and select your Gmail address. Finally, click
the “Save and Update” button. This should complete your calendar sync. Please log into Gmail to view your

calendar and compare it against the calendar within Navigate. You can reach out to your Business Analyst for any

technical questions. You can also reach out to your Dedicated Consultant for management and use of the calendar
from a functional aspect.

The Two-Way Sync will enable that any agenda item created from the platform will sync back to your Google
Calendar. All existing events and events that are created from Google Calendar will be shown as ‘Busy.’

Please Choose Your Calendar Application

Google Calendar

Other Applications

Go back...

©2018 EAB Global, Inc. e All Rights Reserved 9 eab.com
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Appendix B: Sync Your Outlook Calendar

Integrating Your Calendar

The availability you set up within Navigate dictates students’ ability to schedule appointments with you. You have
the added option to integrate your calendar with the Navigate platform to pull in Free/Busy times from your
personal calendar and push appointments scheduled in Navigate to your personal calendar.

Select the calendar icon in the left navigation bar. Once on the My Calendar page, select the Settings and Sync button.

My Calendar

. £3 Settings and Sync
Calendar View List of Calendar ltems

Course Assignment General Busy Cancelled

On the Calendar Settings page, select Setup Sync...

Calendar Settings

Ta

Last Sync: N/A

©2018 EAB Global, Inc. e All Rights Reserved 10 eab.com
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Appendix B: Sync Your Outlook Calendar

Integrating Your Calendar

If you see the following screen, click the button that says Use Office365 (Latest Version) at the top of

the list of options, as in figure 3.

Calendar Settings: Setup

b Dcar G5 (Ll Wit i)

®

If you click Microsoft Outlook instead of the Use Office365 (Latest Version) button, you choose your
Microsoft Outlook sync. Select Microsoft Office 365 (Latest Version) from the options.

Calendar Settings: Setup

Choose Sync For Microsoft Outlook

Microsoft Office 365 (Latest Version)

Microsoft Office 365 (Previous Version)

Go back...

®

Regardless of which method you choose, the Microsoft login and authorization page opens. The page

tells you to pick an account. Choose your professional account.

©2018 EAB Global, Inc. e All Rights Reserved
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Appendix B: Sync Your Outlook Calendar

Integrating Your Calendar

B® Microsoft

Pick an account

Judy Lee Graph
eab_j|_graph@eabdev.onmicrosoftcom
Signed in

+ Use another account

If you log in successfully, you see a page requesting permissions.

B2 Microsoft
eab_jl_graph@eabdev.onmicrosoft.com

Permissions requested

EAB Calendar Integration version 2 (Dev)

This ication is not i by Mi tor
your organization.

This app would like to:
\/ Maintain access to data you have given it access to

\v Sign you in and re

your profile

\v Have full access to your calendars

Select Accept. The page redirects to the Navigate Calendar Settings page, with a success message and

information about the sync on display.

Office 365 connection successfull

Calendar Settings

Microsoft Office 365 (Latest Version)
jlee@eabsupport.onmicrosoft.com

fﬂ
~

‘ Retry Sync... ]

[ Disconnect Sync... J

©2018 EAB Global, Inc. e All Rights Reserved 12
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Appendix C: Mass Email and Text a Group of Students

Communicating with Students

Navigate provides both email and text messaging for faculty and staff to communicate with students, either

individually or en masse. Communicating with students through the platform creates records of those
communication which can be accessible by other staff or faculty on your campus. In addition, it allows for a quick

and easy way to communicate with more than one student at once.

Any faculty or staff member will only be able to view communications in which they have the proper permissions.
Permissions allow users to either view only their own communications with students, or to view all communications

with students. If you are unsure who can view your communications, contact your Application Administrator.

How do I send the emails or texts?

You can send emails or texts to one or more students from your staff homepage, the student profile, or the

advanced search. Most “Actions” menus throughout the platform allow for sending emails or texts. See below for

screenshots of each of these locations.

o Send a message from the Staff home page (fig. 1)

. Send a message from the Student home page (fig. 2)
. Send a message from the Advanced Search (fig. 3)
: Staff Alerts 0 Acti
Send Message Send Message
I want to.., .
Create Appointment Summary Create Appointment Summary
Appointment Campaign Message Student Appointment Campaign
i Schedule Appointment
Schedule Appointment Add a Note on this Student PP
Tag Tag
Add a Reminder to this Student
Mote Note
Mass Print Report on Appointment Mass Print
Issue Alert ; Issue Alert
Create Request for Appointment
Charity Charity
Schedule an Appointment
Watch Watch
Expor‘t Results Add to Watch List Expgrt Results
Show/Hide Columns Issue an Alert Show/Hide Columns
| |

D

554058983

159466807

694076931

082564784

302610444

800367062

501665806

Important Note: If you do not see the option to Email or Text students, then your role does not have the

proper permission for this action, or your institution decided not to allow texting. Please contact your Application

Administrator with questions.

©2018 EAB Global, Inc. e All Rights Reserved 13

For more detailed guidance,
check out the Help Center!
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Appendix D: Add Appointment Summary Reports

Documenting a Student Interaction

Summary Reports can be created during or after meeting with students. You can add a summary report to an
appointment scheduled in advance, create a summary report for a walk-in appointment, mark a student as a no
show, or edit existing summary reports.

For Scheduled Appointments: There are several different ways to create an Appointment Summary Report for
scheduled appointments. Add Appointment Summary is an option in the Actions drop-down menu throughout
the platform. The easiest way to access your appointments is from your Staff Home page. Under the Students tab
on Staff Home, scroll down and find your Recent Appointments. From this section, you can click on a student and
select Add Appointment Summary from the Actions drop-down menu. You can also access this section from the
Upcoming Appointments tab of Staff Home.

Note: It is important to always create Appointment Summary Reports from the scheduled appointment itself,
rather than ad-hoc, to ensure the Summary Report is tied to that specific appointment.

Reporting

Recant ADpOINImEnts Recern Repons You Created

Recent Appointments

CareURit | Al care unit D

Add Appoiniment Summary y
& SERVCE O COMMENT ATTENDHE ¢ g  REPORTF ‘5'3: CETAILS
Mark No-Show
' Choasin ; i
g Alerr _szd:":f Rk Abdel, Mazen 20 min Mot et Detadls

For Drop-in Appointments: There are several different ways to create an ad-hoc Appointment Summary Report
for walk-in appointments. Create Appointment Summary is an option in the Actions drop-down menu
throughout the platform. The easiest way to create an ad-hoc Appointment Summary Report for a walk-in
appointment is from Staff Home or a student profile. Under the Students tab of Staff Home, find the specific
student in your My Assigned Students section, or click the drop-down to find the student from one of your saved
lists. From this section, you can click on a student and select Create Appointment Summary from the Actions drop
down. This will create an Appointment Summary and add that appointment to your calendar in the past.

My Assigned Students All Terms +

Send Message
E = D WATCH LIST & CUMULATIVE GPA ®  SUPPORT .

Create Appoantment Summarny
Agpointment Campaign BA5OTEI0N 0.00 High l
Schedule Appointment 658621580 219 High
Tag 178436157
Nate

! 196123052 b
Mrss Print

[ sasaanangy A= Moderate
lssiie Alert

= 95777248 212 Moderate
Charity
Wateh (09BEERSS 279 Moderate
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For more detailed guidance,
check out the Help Center!
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Appendix D: Add Ad Hoc Appointment Summary Reports

Documenting an Advising Interaction

You can also create an ad hoc Appointment Summary Report from a student’s profile page. Navigate to that specific
student’s profile and click Report on Appointment from the Actions menu on the right. This will create an
Appointment Summary and add that appointment to your calendar in the past.

Reminder: When creating an ad-hoc
Appointment Summary Report to track
drop-in appointments, the Navigate
platform will create the relevant
appointment on your calendar for the date Staff Alerts 0
and time you selected in the past. Creating
that appointment helps our system keep

track of all appointments happening with | want to...
students, regardless of whether they were
scheduled or walk-ins. If you sync your Message Student

professional calendar to the Navigate
platform, this appointment created in the

. Add a Mote on this Student
past will also sync to that calendar.

For No-Show Appointments: The Add a Reminder to this Student
primary way to mark a student as a no-

show for a scheduled appointment is from Report on Appointment

Staff Home. On the Students tab, scroll

down and find your Recent Appointments.
From this section, you can click on a
student and select Mark No-Show from

Create Request for Appointment

the Actions drop down. You can also access Schedule an Appointment
this section from the Upcoming
Appointments tab of your homepage. Add to Watch List

Marking a student as a no-show still adds a
Summary Report to the appointment. The
only difference is that the box next to the
student’s name called Attended will not be
checked. See the screenshot below.

Issue an Alert

Important Note: Any information you enter into Navigate pertaining to a student
becomes a part of their official student record and may be subpoenaed by that
student, as outlined in the Family Educational Rights and Privacy Act (FERPA).

For more detailed guidance,
check out the Help Center!
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Appendix G: Creating Advanced Searches

Filtering Student Data

Advanced Search lets you create unique cohorts of students based on the layering of search parameters. The search results are
used as the foundation for building appointment campaigns or tracking student progress. Queries pull lists of current students that fit
the search parameters. Information in the results reflects current student data.

Advanced Search uses different logic statements to build queries. Most search filters create AND statements. As you build a search,
the query identifies students that satisfy all the listed requirements.

Step 1: Click on the magnifying glass on the lefthand side of your home screen to open Advanced Search

New Search
Saved Searches ~

Keywords (First Name, Last Mame, E-mail, Student ID} Type’

Students -

Student Information  First Name, Last Mame, Student ID, Category. Tag. Gender, Race, Watch List

First Mame? Last Name’ From Last Name’ To Last Name” Student ID7

Gender Race Watch List (In Any of Thesa) Transfer Student

All - A - . An

Category {In Any of tl"ese]?

* Baseball (41) [+]

Tag {In Any of tl"esé]?

% Attended Crientation | [+]

Step 2: Each filter drawer has a collection of filters. They can be used alone or in conjunction with other filters - both
within and across drawers - to build your customized search. Some filter fields need you to enter text; others provide
options in a menu. There are three more options at the bottom of the search page to further restrict your search.

Advanced Search uses different logic statements to build queries. Most search filters create AND statements. As you
build a search, the query identifies students that satisfy all the listed requirements.

Step 3: Select the current term in Enrollment History to yield the most accurate student data results.

Combine elements of other filters to search for students based on areas of study, including college affiliation, degree,
concentration, and/or major.

New Search

Saved Searches ~

Keywords (First Mame, Last Mame, E-mail, Student (D) Type?

Students -
Student Information  First Mame, Last MName, Student ID, Category, Tag. Gender, Race, Watch List

Enrollment HiStOI"y Enrallment Terms

Enroliment Terms {In Any u"'.ﬁesej?

% Spring Semester 2017 [+]

NOTE: While Advanced Search does not display historical data for students in the resulting list, you can create
parameters based on historical conditions.
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Appendix G: Saving Student Searches and Lists

Building Dynamic and Static Student Caseloads

Step 4: Once you have selected your specified search fields, click Search. The results display the current information
for the students that fit the parameters of your search, which are displayed across the top.

Unsaved Student Search  sawe

Enrollment Terms: Fall 2024 x Majoring In: Biology x Min. Cumulative GPA: 2.00 x Max. Cumulative GPA: 3.00 x Min. Credits Earned 15 x

Search Modify Search

O NAME ¢ STUDENTID # STUDENTLIST # CUMULATIVEGPA ¢ MAJOR & PREDICTED SUPPORT # CLASSIFICATION # CATEGORY L
Abbott, Biology.Gender N
|| Donna 57439028 2.86 Studies Moderate Junior Commuter student
Bernal, .
2 0O 53291847 2.67 Biology Low Sophomore Honors student

Karyn
Morth Hall,Sport - Womens

90634817 2.64 Biology Moderate Sophomore Soccer,Study Abroad -
Interest

4. O :_' 38506297 212 Biology High Junior Honors student

Step 5: From here, you can take a variety of actions:

« Perform a task via the Actions menu with one, several, or all the students on this list, such as sending a Message,
adding to an Appointment Campaign, or creating a Student List. You must select ‘All Students’ if there are more
than 100 results in your search.

+ Create a Saved Search by clicking the Save button next to the Unsaved Student Search title. You can also access
previous saved searches from this page.

+ Saved searches lets users run a pre-configured Advanced Search without having to create the search
again. Unlike Student Lists, which save a static list of the same students, a saved search dynamically
regenerates a list of students or users based on the search criteria. This feature can be especially helpful
for users who frequently run the same search at different points in the term, as it allows you to maintain
consistency with your search parameters

* Modify the search. If you want to add to the original parameters selected, you can select Modify Search to return
to the filter drawer view. You can also remove an existing parameter by clicking on the X icon to the right of each
of your filter selections.

Saved Searches

Saved Searches are dynamic lists of students. The results change as student data changes to move within our outside of the search
criteria. Use Saved Searches to run a pre-configured Advanced Search without having to create the search again.

Actions v New Saved Search

O MNAME USED IN AUTOMATION
O Transfer1-1.5GPA No
O Pell Eligible 1st and 2nd Years Yes
O Undeclared LAS Students No

NOTE: Because some tools in the platform display al/l Student Lists in filters, please use a standard naming
convention for your Student Lists that explains the purpose of the list (e.g., F23 Senior His Maj, F24 Transfer 1st
Gen). Talk to your Application Administrator if you have questions about the naming conventions for Student Lists
at your institution.
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Appendix E: Create a Progress Report or Issue an Alert

Submitting a Progress Report

Navigate’s Progress Report feature is used by faculty to share critical academic information on students enrolled in
their courses. Use the instructions below to submit a Progress Report and mobilize support for a student.

Step 1: Access the Progress Reports either directly from the request email or by logging in to the
Navigate platform and toggling to the Professor home page.

Step 2: Click “Fill out Progress Report” from email or home page.

Step 3: In the feedback screen, you will see a list of course sections and students that feedback is being
requested for. This may or may not include all the students enrolled in your courses this semester. Begin
filling out feedback according to the instructions provided in the Progress Report request email.

Step 4: If you have feedback about a student, select “Yes” and choose an “Alert Reason” that indicates
why you are submitting feedback on this student. You may choose more than one alert reason. Please fill
out the remaining columns, including the comments section with additional detail that will help an advisor
follow up with this student.

Step 5: When submitting your Progress Reports, you have the option to submit only the students you

have filled out feedback for or to submit all students. If you choose to submit all students, the students
who you have not filled out feedback for will be marked as “I do not have feedback about this student.”

Student Feedback

Your information is secure.
Security measures allow your school 1o adhere to rules and i ing FERPA and overall student privacy.
Thank you!
Please complete
Professor Wieczkowski: I | q f . q
‘You have been asked to fill out progress reports for students in the following classes. Update each student based on your best knowledge of their perfermance at this point in the term. a I n 0 r m at I 0 n I n
ANT-100-01-LL HUMAN ORIGINS each column.
_ Alert Reasons (You must choose at-least one if providing How Many
Student Name [Feedback on this student? Current Grade Comments
1 :;:::: Alert Reasons ¥
Class .
2 O Yes Alert Reasons h
roster — CNo
& Student 'E‘::: Alert Reasons ¥
last and e v
4 ) - No Alert Reasons
first name |-
5 O Yes Alert Reasons h
) No
5 Oes Alert R v
P No e easons

TIP: Use the glossary of Alert Reasons on the next page to understand what follow up action will be
associated with each Alert Reason.

For more detailed guidance,
check out the Help Center!
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Appendix E: Create a Progress Report or Issue an Alert

Submitting an Ad-Hoc Alert

Navigate’s ad hoc alerts are used by faculty and staff to share critical information and to create referrals for student
between support offices. Use the instructions below to submit an early alert and mobilize support for a student.

Step 1: Click the “Issue an Alert” link in the upper right-hand
corner of your home page.

Step 2: Search for the student for whom you’d like to issue an
alert (using name or ID).

Step 3: Select the reason(s) you believe the student needs
assistance. The reason(s) you choose will connect the student
with the appropriate office. See more details

on the specific alert reasons below.

Step 4: If the alert is associated with a particular class, fill out
that field.

Step 5: Lastly, please provide any relevant context around
your reason for submitting the alert in the comments section.
Comments will help the team reviewing alerts to connect the
student with the right resources in a timely fashion.

Step 6: Issuing an alert may open a case. You will receive an
email notification when the case has been resolved.

ISSUE AN ALERT

Actions
| want to...

Issue an Alert

Student

Please select a reason for this alert

Is this alert associated with a specific class? Low Participation

Poor Grades
Additional Comments

Referral - Dean of Students

Referral - Residence Life

Referral - Study Skills

Referral - Tutoring

MLer s comment. Referral - Counseling
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Appendix E: Create a Progress Report or Issue an Alert

Alert Reasons in Progress Reports and Ad-Hoc Alerts

Navigate’s Alerts are used by faculty and staff to share critical information and to create referrals for students

between support offices. To learn more about Alerts, please read our Alerts & Cases page on our Navigate360
website.

For more detailed guidance,
check out the Help Center!
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