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Set up your Email Signature

DICKINSON COLLEGE

1. Go to Home (if

not there \ @ Navigate360 IsTupenTsuccess Ay (R [ \ﬁSh—v/ @ & @m_#
already). ,‘

2. Click your
initials in the —=

top right corner. o

Admin Settings

f User Settings )
N

Content Templates

Staff Home_

Queues Appointment Requests /| Logout

Students Appointments My Availability Appoj

[ want to...

Assigned Student

Ssigned Students v Term:  Spring 2026 (Default .. v Issue an Alert

3. Click User

Upload Profile Picture

Relationship Type: = All Relationship Types v

Settings. -




Set up your Email Signature

DICKINSON COLLEGE

A~ Search \/‘ ® Q) T @

rronouns

Email Signature. 0 ©
S

4 Scroll dOWﬂ tO @NavigateBGOISTUDENT SUCCESS A X

©

Email Signature ®

5. Copy and paste
your email
signature into the E
box. Format as
needed.

Paragraph

v

K

Students Appointments My Availaffility A
Caitlin Copus, MA (she/her/hers)
Assistant Director of Student Success
Dickinson College

Spring 2(" Student Success & Academic Advising

Assigned Students

List Type: | Assigned Students v | Termp:

&

Biddle House 103 | 717-245-1045
PO.Box 1773 | Carlisle, PA 17013-2896
www.dickinson.edu

Relationship Type: | All Relationship Types ¥

®

Students: To schedule an appoint t with me, please visit my calendar in Navigate!

Actions ¥

6. Click Save.—

o [%

- Save ’ ancel

O NANVE - A  CUMULATIVEG I




Create a Messaging Campaign

1.

DICKINSON COLLEGE

@NavigateZGOISTUDENTSUCCESS Ay = Pd ‘,@ Search
. Campaigns & Events

Student Campaigns

Click Campaigns &
Events (the megaphone
on the left side menu).

Student Campaigns are campaigns that can be sent directly to the
students to complete a specific action or to be notified at different times.

Appointment Campaigns

Allows staff to reach out to specific student populations and encourage
them to schedule appointments. Appointment Campaigns are best

Under Messaging
Campaigns click Add
New.

deployed by staff members seeking to encourage students to meet with
them for advising or other services.

‘ + Add New

Messaging Campaigns

Email or text a group of students on specified dates about certain things
they may need to do or attend.

+ Add New




DICKINSON COLLEGE

@ Navigate360 | STUDENT success A &= | P searcn

Create a Messaging
Campaign

Set up your campaign.

Campaign Information

@ign Name * \ Tracking URL ©@
/

3. Enter a Campaign
Name.

;@93

Tracking URL Display Value @

4. Select a Campaign
Launch Date

[

»
(defaults to today, but Q Campaian Tirine
you can select a \

futu re date). Campalgn Launch Date *

‘ February 26, 2026

@
. ™ @
5. Click Continue. e

— )
Save and ExIt Continue )




DICKINSON COLLEGE

Create a Messaging @ Navigate360 IsTUDENTSUCCESs  Afj R [ | P searn
Campaign .
{r&‘ @ Define Campaign { Iﬂ Select Recipients J Compose Nudges E' Verify & S

6. Use the filters to find

the students you plan - Add Recipients To Campaign

tO Send the Add Recipients to your campaign now, later, or through o

messaging campaign e Auomaran

to.

New Search

N

Keywords (First Name,

Last Name, E-mail,

? Student ID)
®

2




Create a Messaging Campaign

To filter by your advisees, use the

Term Data classification, section Tag, Term GPA

Assigned To Assigned To section. You must fill

s o in both the relationship type e

e S (Academic Advisor, Major OR o e

* GomncRin, Undeclared) AND select your name Sy
in the Staff section.
To filter by class year, use the e
Classification filter, located in the——__ —
Term Data section.

Clessification {In Mone of theae) 7




Create a Messaging

Cam paig n @ Navigate360 | STUDENT SUCCESS Al R [ ‘ AP Search
Assigned To -
Polls Questions, Choices ’ v
7. Click Search.
Success Indicators Rretention Vulnerability v
Nav Info wilestone filters v

@D Include Inactive O My Students Only

»




DICKINSON COLLEGE

C re ate a M essa g i Nn g @ Navigate360 | STUDENT SUCCESS"I“"J%?W ] .E ‘ P search
Campaign @ _

40
40

D

(llHiIH’hﬂE

=

900992048

(4]

8. Check to see if your
list looks like what you
meant to pull. When
you're ready, check the
box at the top of the list
to the left of the word
name to select all =
students.

900988216

(4]

900990219

(4]

G >

900986553

(4]

900975294

900968482

(4]

900985371

£ % ® )
o =l =] wmn e L 8] —
(< I < I <.

900969531

(4]

20 total results

@
B
9. Click Continue. -

—




C reate a Messag i ng DICKINSON COLLEGE
u Navigate360 | STUDENT SUCCESS ~ Al} (3 A search
Campaign ® |

Review Recipients in Campaign

A

Actens s

E D NAME =‘
10. Click Continue. = :

(L}

Od

Jc

@ 8 6

Save anciExit Continue >

Add More Students




Create a Messaging

Cam paign @ Navigate360 | sTUDENT success &) ‘ P Search

ry

)
Messaging Campalign: test
11. Click Add Welcome
Message L @ Define Campaign @ Verify Recipients ‘ IZ{ Compose Nudges ‘ [2' Verify & Start
@
- Compose Nudges

®

Nudges

Add a nudge to send to the students you have selected on specific dates or relative time intervals.

@)\ You es as you would like.
‘ + Add Welcome Message
>




Compose Email

Cﬂ.pply a Template)

Note: Loading a template will overwrite any content you have entered as well as use the
header and footer configured within the template chosen.

Use a Template Message

12. Click Apply a

T lates ©
Template. .

I} ect Template (A ‘ Update

Template

13. Select the appropriate
template from the .
dropdown menu.

st Year Touchpoint
1 - Welcome (Prior to
< Orientation)

[ First Year Touchpoint
2 - Continued

14 CI|Ck Update Welcome (Second

Me  \Week of Class) |
* Av KEvAlvB I @ :

First Year Touchpoint

L) oy L ) .




Use a Template Message

15. Click Apply Template.

Q QOverwrl

There Is already content entered. Selecting T
continue?

late will overwrite your content. Are you sure you want to

pplyr Templ




Use a Template Message

16. Review the message in the
preview section. Double
check for any dates that
may need updated in the
template. Make any
updates as needed.

17. Click Save Welcome

Attachments

Drag & Drop your files or Browse

Welcome Message Date: (D 02/26/2026

Nudge Dates:

* Specific Dates:
N/A

* Relative intervals after added to campaign:

N/A
= e Welcome Mes

Message.

S




Finish the Messaging
Campaign Nudges

Add a nudge to send to the students you have selected on specific dates or relative time intervals. You can have as many nudges

as you would like.

+ Add Nudge

18. Click Continue.

Welcome Message

Send Date: 02/26/2026

il Subject: Orientation is Almost Here!

Email Message: t_name}!l hope your bags are almost pa._.

{ Back Save and§xit




Finish the Messaging
Campaign

@ Navigate360 | STUDENTSUCCESs Ay P search Vi@ & =m ¥ @

. Define Campaign Name: test
Tracking URL:

Tracking URL Text:

Send Date: Day added

Subject: Orientation 1s Almost Here!
Sender Name: Caitlin Copus (she/her/hers)
ly Email copusc@dickinson.edu
Address:
Reply-To Email
Address:

Email Preview:

19. Click Start
Campaign.

@ E

®

c@dickinson.edu

o %

andiExit Start Campaign

3 e
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