PERFORMING AN ADVANCED SEARCH IN Navigate
OVERVIEW
The Advanced Search function within Navigate allows you to search for all students on campus while
applying multiple different filters to create unique cohorts of students based on your search parameters.
STEP 1
• Click on the “Advanced Search” icon (i.e., the magnifying glass) along the left-hand side of the screen.

STEP 2
• For the purposes of this Job Aid, I am going to perform a Search for all sophomores, enrolled Fall 2018,
who have a GPA of 2.00 to 2.15.
o To start, I selected the downward-facing arrow in the “Enrollment History” filter, and I put my
cursor in the search box. I can either start typing Fall 2018, or when I place the curser in the
search box, it displays the list available options from which I can select.
o Note. I could add additional Enrollment Term information to my Advanced Search by clicking
on the plus button next to the search box.

o

o

To add search functionality to limit my search to those students with a GPA of 2.00 to 2.15, I
selected the downward-facing arrow in the “Performance Data” filter, and I put my curser in the
“Min. Cumulative GPA” search box and in the “Max. Cumulative GPA” search box, and I
entered 2.00 and 2.15, respectively.

o

To add search functionality to limit my search to sophomores, I selected the downward-facing
arrow in the “Term Data” filter, and I put my cursor in the “Classification (In Any of these)”
search box. I can either start typing Sophomore, or when I place the curser in the search box, it
displays the list available options from which I can select.

After refining my search parameters to reflect the students in the cohort I wanted to find/query, I
clicked on the “Search” button at the bottom of the screen.
 Note. You can select “My Students Only,” “At-Risk Students Only,” or “Include
Inactive,” before clicking on the “Search” button to further refine your parameters.
• My Students Only: Search only students assigned to you.
• At-Risk Students Only: Search only students assigned with an “At-Risk” indicator
as defined by EAB success markers.
• Include Inactive: Includes students from past terms as well (Note. By default, the
search results only display students who are active in the currently selected term).

o

o

After clicking on the “Search” button, you will receive a list of students that match your
parameters.
 Note. You will notice your search parameters along the top of the screen under the
“Saved Searches” heading.
 Note. You can look through all of the search results by using the pages along the bottom
of the screen.
 Note. You can see the total number of records returned at the lower right-hand side of the
screen.

You can save the results of your search by clicking on the “Save” button next to the “Unsaved
Student Search” heading.

o

You will then be directed to name and save your search via the “Save Search” dialogue box that
displays on your screen.

STEP 3
• After saving your search, you can perform a number of actions on the list by clicking on the downwardfacing arrow next to “Actions.”
o Note. Before performing any actions on one, several, or all of the students, you will need to
select who should be included in the action you wish to take by selecting the check boxes next to
the student records.
 Note. You can select individual student, or you can click on the “All” button; however,
that will only select the students on the first page. To truly select ALL students in your
search, you will need to click on the “Select all XXX items” link in the middle of the
page.

o

After selecting the students you wish to include, click on the downward-facing arrow next to
“Actions,” and select the action you wish to perform (e.g., Create an Appointment Campaign,
Create a Tag, Create a Watch List, Export the data, etc.).

Note. You can also rename your search by clicking on the “Rename” button next to the name of
your search.
o Note. You can also delete your search by clicking on the “Delete Saved Search” button next to
the name of your search.
o

