Training - Automated Actions in Navigate Staff

Create a Saved Search

In order to create an Automated Action of any kind, you must first create a Saved Search. While
search parameters will differ based on your goal, one thing that will always be used is the check
box at the bottom that states, “My Students Only”. This will pull students from your personal
caseload only, regardless of other parameters/variables.
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For a basic “Welcome” message to students on your caseload, all that is needed is to check the
“My Students Only” box - no other variables necessary.

Click the blue “Search” button at the bottom of the page.
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Save the search
and name it.

+ CUMULATIVE GPA & MAJOR

EASTERN

WASHINGTON UNIVERSITY

[0 NAME s STUDENTID# STUDENT LIST % PREDICTED SUPPORT LEVEL 3 CLASSIFICATION  CATEGORY 3 ACTIONS

Academic Standing - Academic Warning,Campus -

B Cheney.First Generation Bace StudentHold - <2.0
1. [ AabyAnna 00959618 000 Undeclared/Unknown Unknown Freshman GPA,Hald - Account Bal More than
$1000 Pathways Term Type - QuarterUndergraduate
o Student
Aannerud, Campus - CheneyNew Student (FTIC),Term Type -
2 O 01011737 Pychalogy Moderate Freshman Quariertndergra unte Shudent
e ‘Campus - CheneyFirst Generatlon Bace Student New
RNl = 01007671 Paychalogy Moderste Freshman ‘Student (FTIC),Term Type - QuarterUnderaraduate
B Student
s Campus - CheneyFirst Generation Bace Student Has
“ Oy ‘Ti' 00999537 0.00 Psychalogy Moderate Junior Transfer Credit Mew Student {FTIC).Term Type -
e QuarterUndergraduate Student
Academic Standing - Good Standing.Campus -
CheneyCollege - Art: % "
& Abmam, . UNDECLARED- e comior ge - Arts, Social Sci. & Hur Has

Previous II| | Ne

=

Please use your name in each saved search. See below for example.

Search

SMurray - Caseload

My Students Only  x

You can find this new Save Search in your Saved Searches area.

Rename Delete Saved Search

240 total results

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.
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Setup of Auto Action for General Caseload Welcome Message
First go to the blue “Lists and Saved Items” icon on the left-hand side. Scroll down to the bottom
to find “Automations”. Click “New Automation” to begin a new automation.
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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 New Saved Search
@ O NAME USED IN AUTOMATION
—m O Maotify ELED and SECD Nao
O Running Start Event Email Nao
O MTHD 103 Winter 23 Mo
& o 0 MTHD 103 Winter 23 (with TBP = 20) No
ig O SMurray - Caseload Yes
E?'.j
) Saved Reports

Usa reports to access data and analytic insights related to student success programe. Use Saved Reports to run a pre-configured report without having to create it
again. Just adjust your dates and go.

Actions

New Saved Report
O HAME REFORT TYPE ACTIVE SCHEDULE PAST REPORTS
None found
Automations 3
Use automnations to apply common actions to your saved searches on a recurring basis,

New Automation

(] NAME STATUS AUTOMATION TYPE SEARCH #MATCHES FOUND  # ACTIONS TAKEN :::I?¥ESES
SMurray - New to

O Caseload Welcome  Active Send a Message - E-mail SMurray - Caseload 240 4] 240
Message




Fill out all aspects. First, name your automation. An example naming convention is “SMurray -
New to Caseload Welcome Message”. Second, find the Save Search you just created from the
dropdown list. Third, choose “Send Message” (the only current option but additional options
are coming in the near future). Fourth, make sure to check the box that states “Omit Initial
Matches” as this will ensure only future students assigned to your caseload will receive your
welcome message.
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Editing Automation Configuration
‘When you activate your automation, we will run your saved search at the
frequency you specify below. New students whe mateh your eriteria will
- have the automation actien applied according te the rules you specify
. below.
B Automation Name
(Ll EMurray - New to Caseload Welcome Message
Automation is active®
o}

Automation Configuration

Automation Conditions

5

Cheoose a Saved Search to specify the criteria students must meet for inclusion in your automation. Then choose the action you would like ta
take when students meet the Saved Search criteria. Cheese any additional selection based on the automation action. Note that you will need
to set these up in advance.

9IF... ztudents match the criteria in this saved search +

SMurray - Caseload ®
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Preview Saved Search

THEM... take this action +

Send Message

o it initial matches®




Next, type or copy/paste in an email subject and the body of the email.

Send E-mail Send Text

Subject *

| Welcome from Your Academic Advisor!
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Hi, {Srecipient_name},

My name is Sandy Murray, and [ am your new Academic Advisor. |'would love to meet with you to learn about your
goals and help you plan out courses moving forward!

Eastern has many resources you may need o be successful in your pursuit of a college degree. Here are the most
commaon student requests:

Acadernic Advising [ Canvas Login | Textbook Lookup | Academic Calendar

Financial Wellness Program | Financial Aid & Scholarships [ Student Financial Services

Counseling & Weliness | Records & Registration | Campus Housing | Event Calendar

Then, set the Automation Schedule by indicating the start and end dates for this automation. Be sure to
come back and extend the date if needed, or feel free to have an end date that is many years into the
future. Also indicate how often you would like this automation to run (check for new matches). For a
welcome message to new advisees, it is recommended you run this daily.

Automation Schedule

Specify how long the autemation should run. Then choose how often you want te check for new students that match the criteria. Any new students who meet the
criteria will be added to the automatien and the action will be applied on this schedule. You will be notified by email 2 hours before each automation run. You will be able
to review a list of students included in the autemation and have the opportunity to cancel an automation run or to omit individual students.

Automation Duration
How long would you like your automation to run?

Start End

September 20, 2023 December 29, 2023

Automation Freguency
How often should we check for new matches? The selected action will be processed at the interval and time of day in your institution's time zone, subject to processing
time delays.
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Final Confirmation Screen

This is what the final screen will look like when you are finished!

Test Auto Action - Caseload Welcome

(@ Automation is Inactive
This Automation will net run on the configured schedule while in Inactive status. Change the status to Active to begin the Automation

Based On Saved Search: Melanie Thomas Caseload

Back to Automations (2 Edit Automation

Active Status

Duraticn: (Serrewsen 20, 2023) through (Decamen 29,2023)
Frequency. Daiy, 8:00 AM
Action:

Total Matches Found: (@)
Total Actions Taken: 0

Total Matches Omitted: g

Ruw Dare Saven Searcs Searcuen AT Acrion Smarus Paocessen Ar
September 20,2023 Melanie Thomas Caseload Send aMessage - E-mail search_scheduled
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Mzrches Fouss Acrions Taken Marcses Ourrren

Page last refreshed at 2:28pm
All times listed are in Pacific Time (US & Canada)  Additional Modes ~

Configuration was successfully created,
) and the system Is currently working to
omit initial matches as requested

X




Lists and Saved Items in Navigate Staff

If you need to go back and review or alter your saved searches or automations, just click on the icon on
the left-hand side and you will find them listed.
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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.
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Actions »

1=k O NAME USED IN AUTOMATION
(=1
O below 2.5 Mo
L
O Melanie Thomas Caseload Yes
O Melanie Thomas Warning/Probation Yes
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Saved Reports

Use reports to access data and analytic insights related to student success programs. Use Saved Reports to run a pre-configured report without having
to create it again. Just adjust your dates and go.
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Actions » MNew Saved Report
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O NAME REPORT TYPE ACTIVE SCHEDULE PAST REPORTS
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Mone found

Automations

Use automations to apply comman actions to your saved searches on a recurring basis.

Actions » New Automation
# MATCHES # ACTIONS #MATCHES
O MNAME ETATUS AUTOMATION TYPE SEARCH FEUND TAKEN OMITTED
Test Auto Action - Send a Message -
O T e T Inactive Email Melanie Thomas Caseload 348 [} 348
Test Auto Action - -
O @5 ion Inactive Send a Message Melanie Thomas 27 0 a7

Warming/Probation E-mail Warning/Probation




