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Navigate: How to Run an Appointment Campaign

Appointment Campaigns allow you to invite a group of students to schedule an appointment with you for a specific

reason. While there are many reasons you might conduct an Appointment Campaign, most faculty and staff use this
feature for advising.

1. Once you have logged-in to Navigate, make sure that your Navigate Calendar is synced to your electronic
calendar and make sure that your appointment availability is set up for Campaigns.

What type of availability is this?

Campaigns

Available Times

E D OF WEEK TiM DATES QOCATIO PURPO! ARE UNIT

n A = o Academic or Career Advising
i 9:003-4:00p Forever Biclogy Department w =
Fri

For: Campaigns

2. Click on the Appointment Campaigns link, in the Quick Links box

Quick Links
Take me to...

Schedule a General Event
Record Class Attendance
Manage Assignments
School Information
Download Center for Reports

Campaigns...

Appointment Campaigns \

N
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3. Now, click on the Add New button

-+ Add New

4. A form will appear on your screen, fill out each box as instructed

™ 1) .
@ NaviGaTE &) = g [ quick search & ®
)
©  New Appointment Campaign MS]‘[BURN
UNIVERSITY
@ l = Define Campaign &) Select Recipients B select Staff & Compose Nudges & Verify and Start
& Define Campaign
Set up your campaign. Specify your appointment details and timing.
» Campaign Configurations Timeline
@ Objective
*Campaign Name Instructions or Notes for Landing Page Pending Setup.
p N Py Recipients
= | Pending Setup
= Py Staff
Pending Setup
@ *Care Unit *Location: Welcome Message
Pending Setup.
® Select Care Unit v ‘ Select Location Campaign Ends
) Pending Setup.
{3} *Service:
Select Service
Appointment Configurations
*Appointment Limit *Appointment Length
unnar

a. Your Campaign Name should be created using this naming convention: Last Name, First
Initial_Your Campaign Name_Term Code (Term Codes contain the current year, followed by 10
for spring terms, 20 for summer terms, and 30 for fall terms) ex. Foreman, C_Fall
Advising_202010

Campaign Name:

Foreman, C_Campszign Name_20
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b. Your Care Unit refers to your academic college/school or other campus unit

Care Unit
Q
]
Choose )

College of Arts & Sciences

Mabee Library: Center for Student Success
Peer Educators

School of Applied Studies

School of Business

School of Nursing

c. Your Location refers to your department

: Biology Department - ‘

Choose l

Art Department: Virtual & Phone Appointments
Biology Department

Biology Departme

firtual & Phone Appointments

Chemistry Department: Virtual & Phone

( Appointments
| College of Arts & Sciences Dean's Office - Morgan

209: Virtual & Phone Appointments

d. Your Service should be your purpose for the Appointment Campaign

Class Support

(;tu ooy
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e. Your Appointment Limit refers to how many times the student can schedule an appointment
with during this campaign

* Appointment Limit:

R G

f. Set your Appointment Length to the amount of time you would like scheduled for each
appointment

*Appointment Length:

R ETE | I

g. Slots Per Time should be set to 1, unless you would like to have multiple students schedule for
the same time slot

*Slots Per Time:

G I

h. If you are using this campaign for class check-in appointments that take place during class time,
click the Allow Scheduling Over Courses checkbox, otherwise, please leave it unchecked

I D Allow Scheduling Over Courses I

i. Select your desired reminders

Staff Reminders: Recipient Reminders:

D Email D Text O Email D Text
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j.  Adjust your Start Date and End Date to reflect how long you would like your campaign to be
active (two weeks is the recommended time frame)

Scheduling Window

Campaign appointments can be scheduled on any date within the scheduling window. Your campaign will begin
automatically on the date of your first nudge

*Start Date *End Date

January 11, 2023 v January 25,2023 v

k. Click the continue button on the lower right-hand side of the form

[
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I.  The next screen will ask you to Add Recipients To Campaign

i. Use the various search criteria provided to find your desired group of students (make
sure to have the current semester selected from the Enrollment History section), then
click Search

New Search

Saved Searches ~

Keywards {First Name, Last Name, E-mail, Student ID)?
Student Information  First Name, Lzst Name, Student ID, Cate, =
Enrollment History enroliment Terms -
Area of Study  coliege/schacl, Degree, Concentration, Major =
Term Data  cizssification, Section Tag. Term GPA v
Performance Data cea Hours, Credis =
Course Data course, Section, Status -
Assigned To -
Academic Plan  piznned Terms, Plan Warnings” =
Polls questions, Choices? -
Success Indicators  success Markers -
[ Include Inactive [ My Students Only

m. Select the Check All box at the top of the list to add all search results to your campaign

DWE
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n. Review Recipients in Campaign, if you have certain students you do not need to meet with,
click the check box next to their name, then click the Actions button in the dark gray bar, and
select Remove Selected Users, then click Continue

Review Recipients in Campaign

Remove Selected Users

[(TTRTTE

0. On the Select Staff For Campaign screen, select the check box next your name, and click
Continue

Select Staff For Campaign

Available Staff

[ Include Appoi ilabilities
ID NAME AVAILABLE TIMES
Abboi . Ins/C. . ’
O Kaydee Emperley ;;r(;an; i 3:00pm CT orop patgns 1
Jeannie Cornelius For: Campaigns Mon-Fri 8:30am - 5:00pm CT
[] Meagan Smejdir (she/her) For: Campaigns Mon-Fri 8:30am - 4:30pm CT
() Nick McClung For: A i /Drop-Ins/Campaigns Mon-

Fri 8:30am - 4:30pm CT
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p. The next screen prompts you to Compose Nudges, Nudges are the emails that are sent to your
student with the campaign link. You may compose more than one nudge to be sent as a
reminder. All nudges have a customizable send date. In addition, a Success Message may be
sent to a student confirming that they have scheduled their appointment. Click the Add
Welcome Message or Add Success Message (depending on which one you are working on)

Nudges

What would you like to say to your recipients? Set up your outreach and follow-up messages. Follow-up messages
will only be sent to students who have not scheduled all appointments in the campaign.

+  Add Welcome Message

==
@ , . w There are currently no nudges
L y g

Success Message (Optional)

What would you like to say to Your recipients if they complete your objective? This message will be sent within a day
of the recipients scheduling all campaign appointments. The success message is for communication purposes only
and will not be included in campaign metrics.

4+  Add Success Message

5 ,:,lﬂrv No success message specified for this campaign.

g. Alltextis customizable, but do not delete any text found in {brackets}, as these will auto-
populate the student’s first name as well as the link to schedule the appointment

Compose Message

‘ {$student_first_name}, Schedule a Mabee Library: Center for Student Success appointment

B I = 1= @ |Headng2 ~ | Merge Tags v

Please Schedule Your Mabee Library: Center For
Student Success Appointment.

Hello {$student_first_name}:

Please schedule an appointment for Add/Drop Class at Academic Advising &
STAR - Mabee Library 201. To do so, please click the following link, select a
time that works with your schedule, and click Save. You will receive an email
confirming the appointment time and details.

LSRN B R
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r. Select your desired Send Date

#*Send Date @

January 11,2023 e

s. A preview of your Nudge can be found on the right-hand side of the screen

Andrew, Schedule A College Of Arts & Sciences Appointment

WASHBURN

UNIVERSITY

Please Schedule Your College Of Arts & Sciences Appointment

Hello Andrew:

t. To do so, please click

vill receive an email

f you have questions about the content of this email, or the SSC Campus platform, please contact
SSChelp@washburn.edu

t. Click Save Welcome Message or Save Success Message (depending on which one you are

working on
‘ Save Welcome Message ‘

u. When you have finished composing your desired nudges, click Continue

|
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v. On the final screen, review the details of your campaign, and click Start Campaign

Verify & Start

Campaign Summary

Define Campaign Name: Foreman, C_Advising 202310

Care Unic: Mabee Library: Center for Student Success
Location: ‘Academic Advising & STAR - Mabee Library 207
Service Add/Drop Class

Appaintment Limit: 1

Appointment Length: 30 mins

Slos Per Time: 1

Scheduling Window: 01/11/2023 - 01/25/2023

Allow Scheduling Over Courses: No

Staff Reminders: Email -No | Text- No

Recipient Reminders: Email - Yes | Texc - Yes

Recipients

Welcome Message Send Date: ‘Wed 01/11/2023

Subject: {gstudent_first_name), Schedule s Mabee Library: Center for Student Success appointment

Email Preview:

Success Message Subject Thank You For Stheduling Your Appeintment

Success Message Preview:

When a student has scheduled an appointment, you will receive an email notification, and the appointment
will auto-populate onto your electronic calendar as long as you have gone through the process of syncing your
calendar.
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