
Using Navigate360:
How to Use Content Templates &

Messaging Campaigns



Set up your Email Signature

1. Go to Home (if 

not there 

already).

2. Click your 

initials in the 

top right corner.

3. Click User 

Settings.



Set up your Email Signature

4. Scroll down to 

Email Signature.

5. Copy and paste 

your email 

signature into the 

box. Format as 

needed.

6. Click Save.



Create a Messaging Campaign

1. Click Campaigns & 

Events (the megaphone 

on the left side menu).

2. Under Messaging 

Campaigns click Add 

New.



Create a Messaging

Campaign

3. Enter a Campaign 

Name.

4. Select a Campaign 

Launch Date 

(defaults to today, but 

you can select a 

future date).

5. Click Continue.



Create a Messaging

Campaign

6. Use the filters to find 

the students you plan 

to send the 

messaging campaign 

to.



Create a Messaging Campaign

To filter by your advisees, use the 

Assigned To section. You must fill 

in both the relationship type 

(Academic Advisor, Major OR 

Undeclared) AND select your name 

in the Staff section.

To filter by class year, use the 

Classification filter, located in the 

Term Data section.



Create a Messaging

Campaign

7. Click Search.



Create a Messaging

Campaign

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.

9. Click Continue.



Create a Messaging

Campaign

10. Click Continue.



Create a Messaging

Campaign

11. Click Add Welcome 

Message.



Use a Template Message

12. Click Apply a 

Template.

13. Select the appropriate 

template from the 

dropdown menu.

14. Click Update.



Use a Template Message

15. Click Apply Template.



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 

Message.



Finish the Messaging 

Campaign

18. Click Continue.



Finish the Messaging 

Campaign

19. Click Start 

Campaign.
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