
Digging Deeper– Appointment Campaigns 
NAVIGATE OFFERS THE CAPABILITY OF MESSAGING A COHORT OF STUDENTS AND REQUESTING THEY SCHEDULE AN APPOINTMENT 

DURING A CERTAIN TIME PERIOD (IE. YOUR ADVISEES, THE WEEK BEFORE COURSE REQUEST). THIS IS CALLED AN APPOINTMENT 

CAMPAIGN.  

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

CLICK ON THE MEGAPHONE ICON ON THE LEFT-HAND 

SIDE OF THE HOME SCREEN  

THEN CLICK ON “ADD NEW” 

APPOINTMENT CAMPAIGN 



 

 

STEP ONE – DEFINE CAMPAIGN 

 

 

 

 

 

 

THERE ARE 5 STEPS TO SETTING UP AN APPOINTMENT CAMPAIGN 



 

 

STEP TWO – SELECT RECIPIENTS 

 

 

 

 

YOU CAN USE A LIST THAT 

YOU’VE ALREADY MADE IN THE 

SYSTEM (SEE: NAVIGATE-

CREATING LISTS), YOU CAN 

PASTE IN A LIST OF STUDENT I’S 

OR EMAIL ADDRESSES FROM 

ANOTHER DOCUMENTS, OR 

YOU CAN DO A SEARCH BASED 

ON CRITERIA, SUCH AS CLASS 

ENROLLMENT 



 

 

 

 

 

STEP THREE – SELECT STAFF 

IN ORDER FOR YOU SO APPEAR AS “AVAILABLE STAFF” YOU MUST HAVE ALREADY DONE THE FOLLOWING WHEN ORIGINALLY SETTING UP 

YOUR AVAILABILITY IN NAVIGATE: 

1. INCLUDED AVAILABILITY WITHIN THE DATE PARAMETERS SELECTED IN STEP ONE OF THE CAMPAIGN  

2. INDICATED THAT YOUR AVAILABILITY IS FOR APPOINTMENTS AND CAMPAIGNS 

IF THOSE STEPS HAVE BEEN TAKEN, YOU SHOULD THEN SHOW UP IN THE LIST OF “AVAILABLE STAFF.” 

 

 

 

CLICK THE LINK TO RUN THE 

SEARCH (DON’T JUST CLICK THE 

“CONTINUE” BUTTON, OR NO 

RESULTS WILL POPULATE 

CHECK THE BOX NEXT TO NAME 

TO AUTOMATICALLY SELECT ALL 

NAMES ON THE LIST, THEN CLICK 

“CONTINUE.” AFTER CLICKING 

“CONTINUE,” THE SYSTEM WILL 

PROMPT YOU DO TO DO THIS A 

SECOND TIME (REVIEW 

RECIPIENTS IN CAMPAIGN.”) 



 

 

STEP FOUR – COMPOSE NUDGES  

NUDGES ARE THE MESSAGES THAT GET SENT TO STUDENTS, INCLUDING THE WELCOME MESSAGE, OPTIONAL SUCCESS MESSAGE, AND 

OPTION REMINDER MESSAGES. 

 

 

 

 

 

 

 

OF THOSE WHO ARE AVAILABLE, SELECT 

THE STAFF YOU WOULD LIKE TO BE 

INCLUDED IN THE CAMPAIGN, AND THEN 

CLICK “CONTINUE.” 



 

  

 

 

 

 

 

 

 

 

 

ALL NUDGES ARE COMPLETELY 

CUSTOMIZABLE.  

 

YOU CAN ALSO INCLUDE MERGE TAGS TO 

MAKE THEM PERSONALIZED. (BE SURE TO 

INCLUDE THE MERGE TAG FOR YOUR 

SCHEDULE LINK!) 

ALL CHANGES WILL AUTOMATICALLY 

APPEAR IN A PREVIEW FRAME. 

ADDITIONAL NUDGES CAN BE SET UP 

AS REMINDERS. THESE NUDGES CAN 

BE SCHEDULED FOR SPECIFIC DATES, 

AND WILL ONLY GO TO INDIVIDUALS 

WHO HAVE NOT YET SCHEDULED. 



STEP FIVE – VERIFY AND SEND  

NUDGES ARE THE MESSAGES THAT GET SENT TO STUDENTS, INCLUDING THE WELCOME MESSAGE, OPTIONAL SUCCESS MESSAGE, AND 

OPTION REMINDER MESSAGES. 

 

 

 

 YOU MUST CLICK “START CAMPAIGN” FOR THE MESSAGE(S) TO BE YOU MUST CLICK “START CAMPAIGN” FOR THE MESSAGE(S) TO 

BE 
YOU MUST CLICK “START CAMPAIGN” FOR THE MESSAGE(S) TO BE 

DISPATCHED. THE CAMPAIGN WILL NOT BEGIN BY JUST CLICKING “SAVE 

AND EXIT.” 

REVIEW THE CAMPAIGN PARAMETERS, 

RECIPIENTS, STAFF, TEXT OF THE 

MESSAGES 


