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	STAFF GUIDE



Purpose
This guide shows you how to use Advanced Search in Navigate360 to build custom groups of students by layering filters. You will learn how to open Advanced Search, how the AND and OR logic works, what each filter drawer covers, what you can do with your results, and how to save a search so you can reuse it later.
What Advanced Search Is
Advanced Search lets you build a custom group of students by stacking search filters. You can use one filter or combine many, both within a drawer and across drawers. The results always show current student data, and you can use them as the starting point for an appointment campaign, a Student List, or tracking student progress.
	Important: Advanced Search is not a historical search tool. Your results may include some past data, but the list itself reflects current students and current information. To analyze past terms, use Historical Population Analytics or Historical Course Analytics instead.



Changing the term does not change your Advanced Search results, except for the Classification and Category filters.
Opening Advanced Search
To open Advanced Search, click the magnifying glass icon on the left side toolbar. Each filter drawer holds a set of filters. Use them alone or together to shape your search. Some filters ask you to type text, and others give you a menu to choose from.
At the bottom of the search page you have two more options to fine tune your results:
1. My Students Only limits results to your current assigned students. Assignments can be direct one to one, or indirect by major or category. Tutors usually have direct one to one assignments, and students are assigned to professors by their course rosters.
1. Include Inactive adds inactive students to your results. By default you only see students active in the current term. Checking this box also brings in students from past terms.
How the Search Logic Works
Advanced Search builds your query using AND and OR logic.
AND statements. Most filters create AND statements. The query returns only students who meet every requirement you set.
Example: Major: Biology AND Classification: Junior AND Predicted Support Level: Moderate returns junior biology majors with a moderate predicted support level.
OR statements. Some filters create OR statements, which let you pick more than one value in a field to widen your search. You can spot these fields by the In Any of these label in their title. Filters that allow OR statements include Category, Tag, Enrollment Term, College or School, Major, Concentration, Degree, Classification, Post Degree Goal, Favorite Fields, Favorite Majors, and Predicted Support Level.
Example: Major: Biology OR Chemistry AND Classification: Junior OR Sophomore AND Predicted Support Level: Moderate OR Low returns junior or sophomore students in biology or chemistry with a moderate or low support level.
Logic inside a field. Some fields let you build logic within the field itself. Look for a plus sign icon that expands the field. In Any of these widens your search, while In All of these and In None of these narrow it.
	Note: Advanced Search does not show historical data in your results, but you can still search based on past conditions. The Enrollment History, Term Data, and Course Data drawers let you filter by data set term by term. For example, Term: Fall 2020 AND Classification: Sophomore returns current students who were sophomores in Fall 2020, but their details will show current term information, not Fall 2020 information.



Running Your Search and Taking Action
When your filters are set, click Search. The results show current information for the students who match, with your filters listed across the top. From here you can:
1. Take action from the Actions menu on one, several, or all students, such as sending a message, adding them to an appointment campaign, or creating a Student List.
1. Save the search by clicking Save next to the Unsaved Student Search title. You can reopen saved searches from this page later.
1. Modify the search by clicking Modify Search to go back to the filters. You can also remove a filter by clicking the X next to it.
Saving and Reusing Your Search
If you run the same search often, you do not have to rebuild it every time. Saving a search lets you open it again with one click, and it checks current student data each time you run it.
A saved search is different from a Student List. A saved search remembers your filters, not your students. Every time you run it, it checks current data and gives you a new result. A Student List saves the actual students you added, so that list does not change unless you change it yourself.
If you want a list that updates itself each time you check it, save the search. If you want a list that stays exactly the same over time, add the students to a Student List instead.
To save a search:
1. After your search results load, click Save near the top of the page.
1. Give it a specific name. A clear name makes it much easier to find later, especially if you run several searches during a term.
1. Click Save Search to finish.
You can find your saved searches in a few places, so you can get to them wherever you happen to be working:
1. Staff Home Page. Clicking My Assigned Students shows your saved searches alongside your assigned students by term.
1. Lists and Saved Items. This page gathers all your saved searches, Student Lists, and reports in one place. You can also start a new saved search here by clicking New Saved Search, which takes you to Advanced Search.
1. Advanced Search. Any saved search you have created is also listed right on the Advanced Search page.
Once you run a saved search, the same Actions menu described above is available for the results, so you can message students, add them to a campaign, create a Student List, and more.
	Note: A saved search updates on its own, so results can change over time. If a student no longer meets your search criteria (for example, they switch majors), they will drop out of the results the next time you run the search. If you need a list that stays fixed no matter what, use a Student List instead.



The Filter Drawers
Each drawer groups related filters. Here is what each one covers:
1. Student Information. Search by personal details like name, student ID, category, tag, or transfer status.
1. Enrollment History. Build logic to search by enrollment status across different terms.
1. Area of Study. Search by college affiliation, degree, concentration, or major.
1. Performance Data. Segment students by GPA, credits earned, and hours attempted.
1. Term Data. Search using information tied to a specific term.
1. Course Data. Search by course, section, and status. Only courses with sections for the term are available.
1. LMS Assignments. Search by assignment data or current course score from your LMS. This is only for schools with the LMS data integration.
1. Assigned To. Pull students assigned to specific team members. A person only appears if they currently have that relationship, so an advisor with no assigned students will not show. This drawer also lets you find students without a certain relationship, such as students without an advisor.
1. Goals and Interests. Find students by academic interests they reported through the My Major feature in Navigate360 Student.
1. Polls. Find aggregate data on student answers to Intake Survey questions in Navigate360 Student. This does not include Survey Builder or Survey Campaign surveys.
1. Success Indicators. Search by predicted support level or success marker completion status.
	Note: Some drawers or filters may not be available to you. What you can see and use depends on your user role. Check with your Application Administrator if you have questions.
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