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Intro: This work�ow guide covers how to create and launch a Progress Report Campaign.

 

Progress Report Campaigns and Navigate
Launching a Progress Report Campaign

Name & Message
Choose Students or Courses 
De�ne Behavior
Con�rm

Related Articles

 

Progress Reports allow your institution to gather feedback on student performance and identify
potential barriers to success. Progress Reports proactively request feedback from faculty and strategic
questions should also be used when trying to launch them, such as:

How would you like your early alert process to change? Who should be accountable for following
up on alerts submitted by faculty and sta�?
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Progress Reports: who should initiate campaigns? Will this replace any existing process? What
expectations do you have of faculty?
General Case Management: should each alert reason initiate a case? Write our process work�ow
by each reason? Who owns follow up? Who should receive communication?

 

Progress Report Campaigns allow you to gather feedback from faculty to help determine which
students may need intervention.

To begin, open the Campaigns page and select Progress Report Campaign from the Actions panel.

 

The �rst step is to name your campaign, de�ne the subject of your email, and write your message. We
have listed the �elds to �ll out below.
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Name of Campaign
The name of your campaign. It will be visible on the Campaign tab. 

Email Subject
The subject of the email that is sent to your faculty requesting them to �ll out the Progress
Report campaign.

Email Message
This �eld is where you write the message that will be sent to your faculty.  We recommend a
brief message summarizing what you are asking them to do.  It is also a good idea to give your
faculty a “heads up” noti�cation/email so they know exactly what a progress report is and what
your expectations are.

 

Choosing which students/course sections to include in the progress report campaign is critical for
campaign success.  You can select speci�c groups of students or entire cohorts as de�ned below.
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All Students Active for Academic Term

This option creates a progress report campaign for all students enrolled in the active term. 

Select Speci�c Students and Courses (<2000 students)

This option should be used when sending a progress report campaign for a selective group (or cohort)
of less than 2000 students.  Examples of a group include all students on the Men's Football or
Women’s Tennis team. 

When you click this option, the bottom half of the page opens up giving you a �lter for both students
and classes.

In the Filter Students section, you can �nd students based on a simple keyword search OR use
Advanced Search features. You may also use a saved search.

You can ALSO use the Course Sections �lter either independently of, or in conjunction with, the
Student �lter. For example, you may want progress reports from only Math courses for your Football
and Women’s Tennis students.  Search for and select all the Math courses and then click the Next:
De�ne Behavior button.
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When using the Course Section �lter in conjunction with the Student �lter, use the option Only show
courses for the above selected students.  When checked, this option will only display courses that are
currently being taken by your selected students.  Users could then select only Math courses for the
student athletes in the campaign.  Narrowing down the course list this way is a lot easier than
searching your entire course catalog for all Math courses.

The course �lter can be used independently of the student �lter to create a campaign for ANY student
in certain courses.  To do this, do not select ANY students via the student �lter and only search for and
select the appropriate courses via the Course Section �lter.

Users can also �lter by Section Tags. A Section Tag is an optional identi�er if there is a need to
distinguish between the types of course section (ex. Lab, Lecture or various sessions within a term – 3
week, 5 week, and 8 week). These can be generated and imported directly from your institution's SIS.

Once all of your students and courses have been selected, click the Next: De�ne Behavior button to
move to the next step.

Select Cohorts of Students and Courses (>2000 students) 

This is the third method of selecting which students should be included in your progress report
campaign.  This option should be used when sending a campaign for a selective group (or cohort)
greater than 2000 students.  For example, all freshman and sophomores.  Checking this option opens
up the �lters shown below.

From here, follow the same steps as in the speci�c students and courses instructions.
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This step sets administrative options for the campaign.

Exclude Students Requested Since
This date is used to ensure duplicate progress report requests are not sent to the same
professors for the same students in the event a second campaign is sent.  For example, if a
progress report is created and sent on 11/1, and you upload your latest schedule changes on
11/5, therefore adding (and removing) students to classes.  With an updated roster in Navigate,
you may want to send out another progress report campaign to ensure those newly added
students are also evaluated.  In theory, you would not want the professors to have to re-
evaluate all students again.  So to prevent this, we have the ability to exclude those students
already evaluated from appearing in this second campaign.  All that needs to be done, in this
example, is when you create your second campaign, enter the date of 11/1, which tells Navigate
to exclude the students who have already been evaluated from the professors list.    

Expire Professor Links On
This is essentially your progress report campaign expiration date.  Select the date you want any
un�led professor evaluations to expire on.  If a professor tries to access the campaign after that
date, they will be noti�ed that the link has expired.

Send Thank You Message to Instructors upon Completion?
Select this option if you want to automatically send a “thank you” email to each professor that
completes their evaluations.  When checking this box, you will be able to de�ne both the subject
and message of the email.  And as each professor completes their evaluations, they will
automatically receive your thank you email.
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Click Next: Con�rm to move to the next step.

 

This �nal page will give you a detailed count of how many students, professors and course sections
will be included in your campaign.  A complete list of your included students will also be displayed.

The summary at the top details exactly how many students, course sections, and professors that are
included in your campaign. 

Evaluation Requests to be Sent
Shows the list of students who are to be included in your campaign.

What happens if I don’t see any students in my list? 

Depending on how large your campaign is, the Evaluation Requests To Be Sent table may populate
instantaneously or it may take several hours.  But in either case, you cannot click Next: Send &
Complete until your students populate in this grid.  If this process takes a while, you do not have to
wait on this page while your campaign is being built.  Users can continue using the site when your list
and do other things in Navigate.

Once everything looks good, click the Next: Send & Complete button to complete and send your
progress report campaign. 

 

Campaigns: Progress Report Campaigns
Progress Report Administration
Responding to Progress Report Requests


