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Quick Survey!

Which best describes you?

I’ve never opened 
Navigate.

I’ve opened Navigate 
and tried it out, but I’m 
not using it regularly.

I’m using Navigate 
regularly and am looking 
for more tips and tricks!



What Do Students See?

• To-Dos
• Resources 

(campus 
departments, 
places to eat, 
etc.)

• Hand Raise 
(ask for help)

• Study 
Buddies

• Holds



What Do Students See?

Appointment 
Scheduling
• Organized by unit 

(faculty, Campus 
Life, etc.)

• Clicking Meet 
With Your 
Success Team 
shows advisors, 
faculty, coaches, 
financial aid, etc.



Primary Goals for Today

• Sync your Calendar
• Set Up your Availability
• Search for a Student
• Open Degree Works/CLIQ Student Profile
• Email a Student OR Group of Students
• Set up an Appointment Campaign



Secondary Goals for Today (if we have time!)

• Adjust User Settings
• Set up your Email Signature
• Issue an Alert
• Report on an Appointment



Sync your Calendar

1. Click the 
Calendar icon 
on the left side.

2. Click Settings 
and Sync on 
the right side.



Sync your Calendar

3. Click Setup 
Sync...



Sync your Calendar

4. Click Microsoft 
Office 365.

5. Follow the 
prompts to finish 
connecting to 
your Dickinson 
calendar.



Set Up your Availability

1. Go to Home (if 
not there 
already).

2. Click My 
Availability.

3. Click Actions.

4. Click Add 
Time.



Set Up your Availability
5. Select days and enter 

times. (Note: If you want 
different times on different 
days, create multiple 
availabilities!)

6. Decide when availability is 
active.

7. Check box to add to your 
availability link.

8. Select Appointments and 
Campaigns.

9. Select meeting type(s).



Set Up your Availability
10. In Care Unit, select 

Faculty.

11. In Location, select Faculty 
Office.

12. Add whichever Services 
you choose.

13. Add your Zoom link & 
Special Instructions. (be 
sure to include office 
number for in person 
appointments!)

14. Click Save.



Find your Personal Availability Link

1. Your Personal 
Availability 
Link will show 
at the bottom. 
Click Copy to 
copy it.

2. Consider 
adding this to 
your email 
signature!



Search for a Student

1. Use the Search 
bar in the top to 
search by name 
or Banner ID.

2. Click Enter when 
the student 
appears OR click 
on their name 
from the list.



Open Degree Works/CLIQ Student Profile

1. On a student record, 
scroll down.

2. Use the Degree 
Works and CLIQ 
links to open these 
resources DIRECTLY 
for the student. 
(Note: You will need 
to sign into CLIQ 
each time you open 
your browser.)



Email an Individual Student

1. Search for the 
student you 
want to 
message.

2. Click Message 
Student.



Email an Individual Student

3. Enter your Subject 
Line and Message.

4. Click the three dots 
and then Merge Tags 
to merge in any 
automated info.

5. Click Send Message. 
(Use Preview 
Message if you like!)



Email a Group of Students

1. Find your group of 
students. (Try to 
Relationship Type 
menu to sort out the 
types of students you 
may need to 
contact.)

2. Check off the 
students you want to 
contact. (Tip: Click 
the top checkbox to 
check all.)



Email a Group of Students

3. Click Actions.

4. Click Send a 
Message to 
Student.

5. Follow the same 
steps as previously. 
(Use Merge Tags to 
personalize with 
student names!)



Set up an Appointment Campaign

1. Click the 
Campaigns 
and Events 
icon (looks like 
a megaphone) 
on the left side.

2. Click Add New 
under 
Appointment 
Campaigns.



Set up an Appointment Campaign
3. Choose a Campaign 

Name.

4. For Care Unit, select 
Faculty. For Location, 
select Faculty Office.

5. Select the appropriate 
service (Academic 
Advising Session-15 
minute or 30 minute, 
depending on your 
preferred length).

6. Select the same 
appointment length.



Set up an Appointment Campaign
7. Select the types of 

reminders you want for 
yourself and each student.

8. Select the start and end 
date for the scheduling 
window (the earliest and 
latest dates student 
appointments can be 
scheduled).

9. Select the Launch Date 
you want the initial email to 
go out (usually today).

10. Click Continue.



Set up an Appointment Campaign
11. Find the group of students 

you are sending the 
campaign to. There are many 
options for searching, but if 
you’re sending to your 
advisees, an easy option is to 
go to Assigned To, select 
the relationship type, and 
then enter yourself as staff.

Note: Your relationship type 
will be Academic Advisor, 
Major for students in your 
major, and Undeclared for 
undeclared students.

12. Click Search.



Set up an Appointment Campaign

13. Click the 
checkbox next 
to the students 
to include in 
your campaign. 
(The checkbox 
in the header 
will check all at 
once.)

14. Click Continue.



Set up an Appointment Campaign

15. Click the 
checkbox in 
the header to 
select and 
confirm all 
students in the 
campaign.

16. Click Continue.



Set up an Appointment Campaign

17. Click the 
checkbox next 
to your name.

18. Click Continue.



Set up an Appointment Campaign

19. Click Add 
Welcome 
Message.

20. Optional: You 
can also create 
a Success 
Message to 
congratulate 
students for 
scheduling an 
appointment. 



Set up an Appointment Campaign

21. Adjust your Subject 
and Message 
however you see fit. 
(Use the three dots 
to select merge tags 
if you like!) Check 
out a preview on the 
right side as you 
make edits.

22. Scroll down and 
click Save 
Welcome Message 
(not pictured).



Set up an Appointment Campaign
23. Click Add Nudge to 

create a follow-up email 
that goes to students who 
have not scheduled an 
appointment.

Creating a nudge is 
almost identical to 
creating the Welcome 
Message. Just be sure to 
pick a nudge date at least 
a few days after your 
Welcome Message and 
then save it. Create 
multiple nudges if needed!



Set up an Appointment Campaign

24. Once you’re 
done creating 
nudges and your 
messages are 
saved, click 
Continue.



Set up an Appointment Campaign

25. Double check all 
your settings. 
Click Start 
Campaign!



Secondary Goals for Today (if we have time!)

• Adjust User Settings
• Set up your Email Signature
• Issue an Alert
• Report on an Appointment



Adjust User Settings

1. Click your 
initials in the 
top right corner.

2. Click User 
Settings.



Adjust User Settings

3. From here, you 
can adjust a 
number of your 
default settings 
including the 
Semester, 
Landing Page, 
Homepage 
Tab, Student 
Profile Tab, 
and Care Unit.



Set up your Email Signature

Further down in 
User settings, you 
can also set your 
Email Signature up 
here. Having an 
Email Signature will 
give you the option 
to add it into any 
future messages 
through Navigate as 
a Merge Tag.



Issue an Alert

1. Find the 
student of 
concern.

2. Click Issue an 
Alert.



Issue an Alert
3. Select the Alert 

Reason from the 
dropdown menu.

4. If the issue is specific 
to one class, select it 
from the second 
dropdown menu.

5. Enter Additional 
Comments.

6. Click Submit.



Report on an Appointment

1. Return to the 
Home screen 
(if not already 
there).

2. Click the 
Appointments 
tab.



Report on an Appointment
3. Click the checkbox 

next to the appointment 
you want to report on.

4. Under Recent 
Appointments, click 
Actions and then Add 
Appointment 
Summary.

Note: To indicate a 
missed appointment, 
select Mark No-Show 
instead.



Report on an Appointment
5. Include whatever notes 

you will find helpful for 
future use. Many areas 
will fill in automatically 
from the original 
appointment, and other 
areas are all optional. 
Appointment Summary 
will likely be the most 
helpful for yourself.

6. Click Save this Report 
at the bottom (not 
pictured).



Keep Learning!

Go to www.dickinson.edu/navigate for more resources!

http://www.dickinson.edu/navigate
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