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Quick Start Guide for Navigate

GETTING STARTED

1. Login 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://bemidjistate.campus-training3.eab.com/ - available for

training/practice only

PRODUCTION SITE URL: https://bemidjistate.campus.eab.com/ - Jan 2nd.
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

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

* Your legacy Notes & Appointment Summaries from Starfish will be loaded
into Navigate ~2-3 weeks post-Go Live.

Create a Progress Report or Issue an Alert to initiate Early 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


https://xxx.campus-training3.eab.com/
https://xxx.campus.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

Need Help? Access EAB’s Help Center

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

Accessing the Help Center -
Fall 2019 - Q O - 9 P

I Step 1: Log in to Navigate
Resources & Support * ;

Step 2: Click on the question markicon 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 Centerto be takento
Submit a Ticket > articles and step by step instructions for
Navigate features and workflows. View the
Help Center Overview Video to getthe most
from its resources!

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'pk' w0 foat i articles in the Helo Cont For more detailed guidance,
- —_—)
INKS tO Teature-speciric articies in e Rhelp Center check out the HE'lQ Center!

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

Additional Questions? Email

for support!
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PLEASE ONLY SYNC YOUR CALENDAR IN THE PRODUCTION SITE

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 platformto pull in Free/Busy times from your
personal calendar and push appointments scheduled in Navigate to your personal calendar.

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

My Calendar

Settings and Sync
Calendar View | Listof Calendar ltems o 9 !

Course Assignment General Busy Cancelled

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

Calendar Settings

Ve,
PR

Last Sync: N/A

©2018 EAB Global, Inc. e All Rights Reserved 3 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 O 3B5 (Ll Wt

®

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 Qutlook:

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_jl_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 application is not published by Microsoft or
your organization.

This app would like to:

\/ Maintain access to data you have given it access to

\ Signyou in and read y

\/ Have full access to yo

cified in

ment. The publisher ha

0u to review. You can ¢
myapps.m:

Does this app look suspic

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

information about the syncon display.

Office 365 connection successful!

Calendar Settings

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

f'ﬂ
~

‘ Retry Sync... ‘

[ Disconnect Sync... J

©2018 EAB Global, Inc. e All Rights Reserved 5
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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 Appeintments My Availability

Available Times e

Actions v

SELECT DAYS OF WEEK ~ TIMES DATES LOCATION PURPOSE CARE UNIT

Changes to my Schedule
8:00a-5:00p Forever My Advisor's Office For: Appointments/Drop- Advising Edit
Ins/Campaigns

Mon, Tue,
Wed

Add Time -

MODIFY AVAILABILITY . . . .
Step 1: Click the Add Time button in the Actions Menu

F
i Step 2: Select the days as well as start and end time

s . in the From and To fields.

Add to your personal availability link?

3 Add this availability to your personal availability link? Step 3: Set the length of the availability with the How
Long Is this Availability Active? field.

What type of availability is this?

Step 4: If you want this availability added to your

Appointments Drop-ins Campaigns personal availability link, select Add This Availability to
Your Personal Availability Link? You can put the
Meeting Preference personal availability link in an email or text oron a

website. Students are taken to a scheduling workflow
that has the staff/faculty’s chosen availabilities pre-
Care Unit filled. (Note: Personality Availability Link only works
for regular Appointments, not for Drop-in’s and
Campaigns)

% In-Person % Virtual Meeting

Advising

Location

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.

Academic Advising Center
Services

*® Academic Planning % Changing a Major % General Advising Step 6: For Meeting Preference, select the applicable
meeting modality.
URL / Phone Number

Step 7: For Care Unit, select Academic Advising or

Academic Support.
Special Instructions for Student

B I = .= & ¢ Step 8: Choose the location where you will be
available.
Step 9: Select services you can provide students
Cancel during this availability. You must choose atleastone

service but can pick more.

Steps 10-14 continued on next page...

©2018 EAB Global, Inc. e All Rights Reserved 6 eab.com


https://www.eab.com/
https://helpcenter.eab.com/hc/en-us/articles/360014072874-My-Availability

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 ;| e additional details for students. (Example: We will use
Zoom for our meeting, which you can access by using
&g 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. per AppOIr‘l tmen t. Oth erw ise 7 yO ucan Ie ave iS as 1 fO r
Max Number of Students per Appointment one-on-oneap pOintments'

Step 13: Click the Save button.

cancel 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!
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Appendix A: Setting Up Your Availability & Target Hours

Owor & PP : Target Hours allow staff to restrict the number of hours
@ in which they can be scheduled for appointments via

©  Staff Home ~ Student Scheduler.

.

« Staffsettheir 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 perweek in
which they can be scheduled foran
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.

e Bii 2% O

Scheduling Target Hours &

Target Hours Per Week

pnr « 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.

[ iock schechsing fr the week when target i it

Scheduling Target Hours

Target Hours Per Week

15| :

Block scheduling for the week when target is hit

Update Target Hours

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


https://www.eab.com/

Appendix C: Mass Email and Text a Group of Students

Communicating with Students

Navigate provides both email and text messaging forfaculty 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)

o Send a message fromthe Student home page (fig. 2)
o Send a message from the Advanced Search (fig. 3)
: Staff Alerts ‘0 Acti

Send Message Send Message

I want to... . ID W
Create Appointment Summary Create Appointment Summary
Appointment Campaign Message Student Appointment Campaign 554058983

i Schedule Appointment

Schedule Appointment Add a Note on this Student P 159466807
Tag Tag

Add a Reminder to this Student
Note Note 694076931
Mass Print Report on Appointment Mass Print 082564784
Issue Alert Create R t for Aooointrment Issue Alert

reate Request for Appointmen . 302610444

Charity Charity

Schedule an Appointment
Watch P Watch 800367062
Export Results Add to Watch List Export Results 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 notto allow texting. Please contact your Application
Administrator with questions.

For more detailed guidance,
check out the Help Center!
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AppendixD: Add AppointmentSummary Reports

Documenting a Student Interaction

Summary Reports can be created during or after meeting with students. You can add a summary report to an
appointmentscheduledin advance, create a summary report fora walk-in appointment, mark a studentas 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 studentand
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 Reportis tied to that specificappointment.

Reporting

Recent ADpoinirents Recern Repons You Created

Recent Appointments

Care Unit: A A ]

Add Appoinlsent Sumimar
g A * SERVICE COURSE COMMENT ATTENDEE * g PEPORTALUED? ppryq
Mark Mo-Show .
— ) Choasing A e lad i nra o
Hsue Alerr Eehedule MR Abded, Masern 20 min NOt Vet Deetails

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
throughoutthe platform. The easiest way to create an ad-hoc Appointment Summary Report for a walk-in
appointmentis from Staff Home or a student profile. Under the Students tab of Staff Home, find the specific
studentin your My Assigned Students section, or click the drop-down to find the studentfrom 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 appointmentto your calendarin the past.

My Assigned Students All Terms =

Send Mesiage
E * D 'WATCH LIST ¢ CUMULATIVE GPA ® SUPPORT L]

Create AFPD ntment S.ur‘.‘!m.l",.'
Appointment Campaign 885075301 0.00 High l
Sthadule Appointment 658621590 219 High

| T 178436157
Nale

| 196123052 b
Mass Pring

t 538235217 296 Moderate
s Alert

I~ 955777248 212 Moderate
Charity
Watch GloBRERSS 378 Moderare
Export Results 355089613 21.98 Moderate
ShovwHide Colimms

2 3 ] 5 3 Next 2,804 total results

For more detailed guidance,
check out the Help Center!
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AppendixD: 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 calendarin the past.

Reminder: When creating an ad-hoc
Appointment Summary Report to track
drop-in appointments, the Navigate
platform will create the relevant
appointmenton 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 I 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 Note on this Student
past willalso syncto that calendar.

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

show fora scheduled appointment is from Repaort 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 Appaintment

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 studentas a no-show stilladds 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 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 forwhom you’d like to issue an Actions

alert (using name or ID).

| want to...
Step 3: Select the reason(s) you believe the student needs
assistance. The reason(s) you choose will connect the student Issue an Alert

with the appropriate office. See more details
on the specificalert reasons below.

Step 4: If the alert is associated with a particular class, fill out
that field. TIP: Use the glossary of Alert Reasons

Step 5: Lastly, please provide any relevant context around on the next p_age t_o understa!'\d wha_t
your reason for submitting the alert in the comments section. follow up action will be associated with
Comments will help the team reviewing alerts to connect the each Alert Reason.

student with the right resourcesin a timely fashion.

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

ISSUE AN ALERT

Student O\

Please select a reason for this alert

|5 this alert associated with a specific class? Low Participation
Poor Grades

Additional Comments Referral - Tutoring

RErE comment. Referral - Counseling

Referral - Dean of Students

Referral - Residence Life

Referral - Study Skills

For more detailed guidance,
check out the Help Center!
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Appendix F: Creating an Appointment Campaign

Navigating to Campaigns: While on the staff home screen, select "Appointment Campaigns” from the left-hand
side Quick Links section. This will take you to the Campaignstab. Fromthere, select Appointment Campaign from
the right-hand side, under Actions.

Define Campaign:
o Name your campaign (Students will not see the name of the campaign)
o Select“Advising” as the Care Unit (or the applicable Care Unit for your campaign)

o Location-Chooseyourlocation. NOTE: Ensure that for the campaign availability you have created under
“My Availability” you have selected that you will be available in the same location (Advisor’s office).

o Under“Service”, choose the services for which you are available. NOTE: This must match the availability
you have set up on your staff home page, under “My Availability”.

o Begin Date and End Date- choose the date range for which you want the campaign to run. If a student
tries to schedule outside of that time period, they will receive a message stating that the campaign has
expired. NOTE: This must match the availability you have set up on your staff home page, under“*My
Availability”.

o Appointment Limit- how many appointments can the student schedule for the campaign? (defaultis 1)
o Appointment Length- how long do you want the appointmentto last?
o Select1 slot pertime (select more if you'd like more than 1 student to select the same time slot)

Adding Students: Use the advanced search feature to search for students you would like to participate in the
campaign. Or choose one of your saved searches by clicking the drop-down arrow beside “Saved Searches”.

Review Students In Campaign

[  NAME

| Ellert, Channah
| Malis, Philbert

= Plaas, Claire

Adding Staff: If you have correctly set up your availability for Campaigns then you should see your name on the
next page under “Add Advisors to Campaign”. If applicable, select other advisors to join your campaign.

Compose Your Message:
o Create a Subject Line for your email

o In the nextbox, edit the text for the email. Defaultis “"Please schedule your advising appointment”.
NOTE: Always be sure to keep the Schedule Link in your email body, if that is removed students will be
unable to schedule appointments.

Confirm & Send: Review the details of your campaign. When you are ready, click send to issue the email to
students on the list.

For more detailed guidance,
check out the Help Center!
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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 notinclude 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” thatindicates
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 to adhere to government rules and regulations concerning FERPA and overall student privacy.

Thank you!

Professor Shubitz:

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 performance at this point in the term,
HIST-2112-A1-M American History I

Do you have any feedback on

Alert ch: ! if th i (< i ional C

this student? et
' _ ‘ v
2 () Yes All of the Above .
ONe Excessive Absences
HIST-2112-C-M American History I Low Participation
Poor Grades
:::nulnnmyf-Mm o B . ) o

() Yes
ON

() Yes
ON
() Yes
ON

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

Alert Reasons in Progress Reports and Ad-Hoc Alerts

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.

Academic Performance
Concern

Attendance Concern

In Danger of Failing

Low Quiz/Test Scores

Missing Assignments

Keep up the Good Work

Outstanding Academic
Performance

Showing Improvement

©2018 EAB Global, Inc. e All Rights Reserved

Issue this alert when there are several
reasons a studentis performing poorly
in a course. Include reasonsin your
comments and specify what the
student needs to do to succeed in the
course

Issue this alert for students who have
never attended, who are not attending
class regularly or who have stopped
attendingclass

Issue this alert when a student is in
danger of failing a course. Specify
what the student needs to do to pass
the course, orinclude reasons why the
student cannot pass the course.

Issue this alert when a student
receives a poorgrade on a quiz or
test.

Issue this alert when a student fails to
submit required course work.

Positive Alert

Positive Alert

Positive Alert

@

15

Alert opens a case.

An email with your comments is sent to the
student's success team who work with the
student to resolve the concern.

No email sent to student.

Alert opens a case.

An email with your comments is sent to the
student's success team who work with the
student to resolve the concern.

No email sent to student.

Alert opens a case.

An email with your comments is sent to the
student's success team who work with the
student to resolve the concern.

No email sent to student.

Student gets email informing them you are
concerned about their quiz/testscores and
encouraging the student to meet with you.
Your comments are not included.

A case is not opened and no
student outreach is expected.

Student gets email informing them you are
concerned they have not submitted
assignments and encourages the student to
meet with you. Your comments are

not included.

A case is not opened and no student
outreach is expected.

An email is sent to the student
congratulating them for how they are doing
in your course.

An email is sent to the
student congratulating them for how they
are doing in your course.

An email is sent to the
student congratulating them for how they
are doing in your course.

For more detailed guidance,

check out the Help Center!
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Expectations:What can you use Navigate for?

Bemidji State University

Program Directors and Faculty Advisors

Student Success Personnel
(Accessibility Service, AIRC, ASC,
Athletics, Beaver Success Coach,

Education, Graduate Studies,
Honors, IPC, McNair, Nursing,

Niganawenimaanaanig,

Success Coach, TRIO)

Review student
profile before
appointment

Capture details
about advising
interactions or
student meetings

Contact students
through Navigate

Schedule
appointments

Issue alerts

Student Overview, Categories,
History, Class Info, and Path
tabs

Add advising summary report
after each appointment

Drop-ins: Student Profile ->
Report on Appointment

Campaigns: Upcoming
Appointments tab
Email and text students

Create Searches and Student
Lists to contact students from
Advanced Search

Set up availability for

Appointments and Drop-Ins

Appointment Campaign
guidelines

Manage assigned cases

©2018 EAB Global, Inc. e All Rights Reserved

Student Overview,
Categories, History, Class
Info, and Path tabs

Add advising summary
report or notes after
appointments

Email and text students

Create Searches and
Student Lists to contact
students from Advanced
Search

Set up availability for
Appointments and Drop-
Ins

Appointment Campaign g

uidelines

View alerts on advisees
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Student Overview,
History, Class Info, and
Path tabs

Add advising summary

report or notes
after appointments

Email and text students

enrolled in your courses

Set up availability for
Appointments and Drop-
Ins

Issue Alerts on students
to raise concems or to
give praise

Progress Reports
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