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Click "Campaigns"

Staff Home ~
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Students Appointments My Avallability Appointment Queues Appointment Requests
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Assigned Students
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= No matching records found
3 Click "Appointment Campaigns"
= wdlinpdiyiis
3 . .
Student Campaigns Staff Campaigns
e
Student Campaigns are campaigns that can be sent Staff Campaigns are campaigns 1
(| directly to the students to complete a specific action or to to Staff users to complete a spec
be notified at different times outcomes for each campaign
|Appointment Campaigns| Progress Report Cam|
} Allows staff to reach out to specifie’student populations Progress Report Campaigns iden
and encourage them to schedule appointments. student success through instruct
@\ Appointment Campaigns are best deployed by staff Report Campaigns are initiated b
members seeking to encourage students to meet with information from instructors

them for advising or other services.

+ Add New

+ Add New
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4  Click "Add New"

Ay ® g |”° vi@ =

ampaigns

+ (Add New
v @ View only my campaigns
RECIPIENTS APPTS SCHEDULED APPTS ATTENDED SUMMARIES CREATED

appointment campaigns have been created for this term.

()]

Click "Enter Campaign Name"

Define Campaign

B 2

Set up your campaign. Specify your appointment details and timing.

i

Campaign Configurations

[

Campaign Name = Instructions or Notes for Landing Page
. |

Care Unit: * Location: *
} Select Care Unit A4 Select Location
®‘ Service

Annnintmant Canfianiratinne

)
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6  Click "Select a Care Unit"

&

L ¥ ® H
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Campaign Configurations

Campaign Name *

Instructions or Notes for Landing Page:

Sample_probation students

Care Unit: *

Location; *

Select Care Unit

A Select Location v

)

Advising ( |

Center for Student Advocacy and
Community

Former Coaching Care Unit

Orientation and New Student
Programs

Student Job

|IS

Appointment Length:

30 min X v

7 Click "Select a Location" and select your location

n Name = Instructions or Notes for Landing Page: @ Recipients
_probation students Pending
@ Staff
; Pending Setup...

D * Location: *
g X v Select Location A @ Welcome Message

Academic Advising -UHCL Pearland | m Pending Setup...
" Campus Campeign Ende
Service v Business Advising ‘\/ } Pending Setup...

Education Advising i

intment Configuration

nent Limit: *

Exploring Majors Office

Advising

Time:

Made with Scribe - https://scribehow.com

Human Sciences & Humanities

C Vi

[~

® B ® O

@



8 Click "Select a Service" to choose the service you want students to schedule an
appointment for.

Advising X v Business Advising X N

o %

service:

Rl CARTA
Select Servic

o
D

Candidate Plan of Study (CPS)/My
Degree Requirements hs

Changes to my Schedule

) i h: %
Choose Classes for Next Semester ARRCRUIERtE SAgH

30 min X v

First Semester Advising

& 8 ©

First Semester Mandatory Advising

Graduate School Questions

() Allow Scheduling Over Courses

Staff Reminders: Recipient Reminders:
C] Email C] Text Email Text
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9 Select your other Appointment Configurations. The configurations shown below
are recommended under a 1 student per appointment setting. Keep in mind that
Appointment Limit is How many appointments you want students to schedule
during the campaign - please refer to your supervisor or colleagues when
entering this number. Many departments set this limit to 3 in case students
schedule an appointment but don't attend and need to schedule another one
through the link you will send them as part of this campaign. Slots per Time
Appointments can be individual or group. By adding more than one "slot per
time", you can have a group appointment. Allow Scheduling Over Courses If
checked, this box lets students schedule over course conflicts. Course
conflicts refer to time slots where the student has class scheduled. Staff and
Recipient Reminders These checkboxes select what kinds of Appointment
Campaign notifications the staff and students attached to the campaign will

receive.

=J
= Choose Classes for Next Semes X v @
=g o s o
B Appointment Configurations

Appointment Limit: » Appointment Leng

X v' [,L, X Vv

|
)‘ Slots Per Time

| x v ]
— [:] o I SRS pougse
o Staff Reminders Recipient Reminders
@ () email  [J Text Email Text
) Scheduling Window
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10 Set your start and end dates for this campaign this is the date range that you want
students make campaign appointments for.

Staff Reminders: Recipient Reminders:

(] emai (] Text Email Text

Scheduling Window

Campaign appointments and events can be scheduled on any date within the scheduling window. For
one-time events, select the same date for the start and end dates. Your campaign will begin
automatically on the date of your first nudge.

Start Date * End Date «

June 27,2024 v April 15,2024 v

Launch Date
This Launch Date will be the date that the "Welcome Message” will send. If students are added to0 your

Campaign after this launch date via Automation, the "Welcome Message’ will send to that student as
soon as they are added

Launch Date =

April 1,2024 v

11  Select your Launch

Start Date * End Date *

June 27,2024 v August 29,2024 v

o)

Launch Date

Tnis Launch Date will be the date that the "Wecome Messags will send If students are added 10 your
Campaign after this launch date via Automation, the “Welcome Message” will send to that student as
soon as they are added

Launch Date =

April 1,2024 v

& & e

Cancel Save and Exit

. @ EAR Privacy Policy 7 | Legal Disclaimer 7 | Terms of Use » | Download Acrobat Reader 2 Page last refreshec

© 2024 EAB. All Rights Reserved. Release Version: 24.5.2 All times listed are
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Click "Continue"

End Date *
J August 28, 2024 v
a
Je the date that the "Welcome Message” will send. If students are added to your
Jnch date via Automation, the "Welcome Message” will send to that student as

]

| Legal Disclaimer 2 | Terms of Use 2 | Download Acrobat Reader ~

ights Reserved. Release Version: 24.5.2

13

Page last refreshed at 4:22pm
All times listed are in Central Time (US & Cana

da

Set your student audience for this campaign. We recommend utilizing the
"Advanced Search" tool to identify your audience before setting up a campaign

and saving the students under a list. If you take the suggested route, you will be
able to see your list under the "Student List" field. However, for this example, we
will identify our audience as we are building the campaign. I am selecting
"Academic Probation" under the "Category" field to select students on probation.

Race or Ethnicity

All

o %

E-mail(s)

Al

& 8 e

Enrollment His

Area of StUdy College/School, Degree, Concentration, Major

3
Tag (In Any of these)

?
Preferred Name

Category (In Any of
these)

Probation
(PROB)

Academic
Suspension
(sus1)

Admit Term:
0770
(0770NE) -
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14 Click the "Enrollment Terms (In Any of these)" field and I selected "Spring 2024"
because I only want students that are on probation for the current semester
(Spring 2024).

Jo

Enrollment HiStOI'y Enroliment Terms o

Enrollment Terms (In
Any of these)

?

C Summer -
2025

& 8 e

J Spring 2025 jy College/School, Degree, Concentration, Major ot
Fall 2024
Summer
T 2024 Classification, Section Tag, Term GPA w
Fall'2023 .
‘ Ferrormance Data GPa, Hours, Credits ¥
>
Course Data course Section Status N

15  Click the "My Students Only" field if you only want to see your assigned students

LOUISE vdld Course, Section, Status Y
Assigned To >
Polls Questions, Choices’ A

Success Indicators Ppredicted Support Level, Success Markers ¥

Search ([ Include Inactive | ] My Students Only
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16  Click "Search"

LOUISE Udld Course, Section, Status

o

Assigned To

Polls Questions, Choices’

Success Indicators Predicted Support Level, Success Markers

& 8 e

Search [J Include Inactive My Students Only

\/‘

Made with Scribe - https://scribehow.com



17 Since I do not have any assigned students, I did not generate any results. After
starting the search, you will be presented with a list of students. Select the
students you wish to add and then choose "Add Selected Users and Search for
More" from the actions menu. Once finished, click "Continue" to move to the
next page. You are asked to review the students in the campaign IF you have
added students. If these are correct, click Continue.

A | -
v | i

No matching records found

Xt 0 total results

=
——— Support

- - S A i ale

18 Next, you need to choose Organizers for the campaign. You must select yourself.
) Appolnument varmmpdign. saimple_propauon swuaer
R (& Define Campaign Select Recipients &) Compose Nudges Q) Verify
w Select Staff For Campaign
© Car

Available Staff
i [Jinclude Appointment Availabilities ? ®
. ID NAME AVAILABLE TIMES A2

For: Appointments/Campaigns
Mon, Wed-Fri 8:00am - 6:00pm CT

oo _ For: Appointments/Campaigns
Mon, Wed-Fri 8:00am - 6:00pm CT

For: Appointments/Campaigns
Mon, Wed-Fri 8:00am - 6:00pm CT

B e
®
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19 Click "Continue"

Mon-Wed, Fr1 9:00am - 5:00pm Cl

For: Appointments/Campaigns
Mon-Tue, Thu-Fri 8:00am -
6:00pm CT

For: Appointments/Campaigns
Mon-Tue, Thu-Fri 8:00am -
6:00pm CT

For: Appointments/Campaigns
Mon-Tue, Thu-Fri 8:00am -
6:00pm CT

For: Appointments/Campaigns
Mon-Tue, Thu-Fri 8:00am -
6:00pm CT

al Disclaimer / | Terms of Use 7 | Download Acrobat Reader »  Page last refreshed at 4:24pm- (® Support
Reserved. Release Version: 24.5.2 All times listed are in Central Time (US & Canada -

-

20 Click "Add Welcome Message"

E’

Compose Nudges

®
&

Nudges

o %

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

4 _—% There are currently no nudges

& &8 ©
® ® ® & ©
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Draft your welcome message

Subject *

Sstudent_first_name}, Schedule an Advising appointment

Andrew, Schedule

Message *

B I :Z v iZv (@ |Heading2 v

appointment

Please Schedule Your Advising
Appointment.

Hello {Sstudent_first_name}:

schedule, and click Save. You will receive an email
confirming the appointment time and details

Available Merge Tags ©

[ [, A R PR S |

Click "Save Welcome Message"

Add Attachment:

U Choose File | No file chosen

Welcome Message Date: ©
06/27/2024

Nudge Dates:

* Specific Dates:

N/A

* Relative intervals after added to campaign:

N/A

Please schedule an appointment for Choose Classes for
Next Semester at Business Advising. To do so, please
click the following link, select a time that works with your

POWERED BY (O CKEditor

Cance Save Welcome Message >

Made with Scribe - https://scribehow.com

Please Schedule\
Appointment.

Hello Andrew:

Please schedule an appoir
Semester at Business Adv
following link, select & timu
click Save. You will receive
appointment time and det

Schedule an Appointment

You can also copy and pa:
browser.
https://uhcl.campus.eab.c
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23  Setyour"Success Message (Optional)"

2

Email Message: Please schedule your Advising appoi...

L% ® 3

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 recipient scheduling all campaign appointments or
events. The success message is for communication purposes only and will not be included
in campaign metrics

+ Add Success Message

A ._ No success message specified for this campaign.
S, ﬁ,’ gesp paig

& 8 e

24 Click "Continue"

le (Optional)

ay to your recipients if they complete your objective? This
thin a day of the recipient scheduling all campaign appointments or
ssage is for communication purposes only and will not be included

g

2 No success message specified for this campaign

Save and Exit

| Legal Disclaimer » | Terms of Use # | Download Acrobat Reader »  Page last refreshed at 4:25pm- (@ Support
tights Reserved. Release Version: 24.5.2 All times listed are in Central Time (US & Canada
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25 Review "Campaign Summary"
@ Navigate360 | sTUDENT succEss  &ff | A

= |

Verify & Start
= Campaign Summary
Define Campaign Name: Sample_probation students
] Care Unit: Advising
Location: Business Advising
Service: Choose Classes for Next Semester
Appointment Limit: 1
Appointment Length: 30 mins
} Slots Per Time: 1
Scheduling Window: 06/27/2024 - 08/29/2024

Allow Scheduling Over No

)

26  Select "Start Campaign"

‘iew O recipients

‘iew 1 staff

nd Date: Day added
bject: {Sstudent_first_name}, Schedule an Advising appointment

1ail Preview: View Email

Save and Exit Start Campaign

il Disclaimer | Terms of Use 2 | Download Acrobat Reader » ~ Page last refreshed at 4:25pm. (® Ssupport
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