NAVIGATE360 GUIDE
User Account and Profile Setup in Navigate360
	STAFF GUIDE



Purpose
This guide shows you how to sign in to Navigate360, set up your user settings, add an email signature and a personal bio, request a profile picture, and customize your dashboard.
Signing In
Go to login.spscc.edu and choose EAB Navigate360 from your list of apps. Navigate360 opens to your home page, which you can customize.
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The Toolbar
In the upper right corner you will find a few helpful icons:
1. The question mark takes you to the Help Center.
1. The grid opens Kiosks.
1. The person opens the Accessibility Adjustments menu.
1. The circle with your initials opens a menu with User Settings, Content Templates, and Log Out.
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Accessibility Adjustments
The person icon opens options like text spacing, a dyslexic friendly font, content zoom, and a content timer, so you can set the display up to work for you.
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User Settings
Open the circle with your initials and choose User Settings. This is where you set your defaults and personalize your account:
1. Default Term, Landing Page, Staff Home Tab, Student Profile Tab, and Care Unit. Set what you see first when you sign in.
1. Time Zone. Set your local time zone so appointment times show correctly.
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Email Signature and Personal Bio
Lower on the same page you can create an email signature and a personal bio.
1. Email Signature. Create your own signature to apply to any email you send within Navigate360.
1. Personal Bio. This is visible to students in the scheduler when they book an appointment with you.
Click Save when you are done.
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Your Profile Picture
To have your profile picture added, work with your care unit lead, who submits an IT ticket so the Navigate360 team can complete the work.
Customizing Your Dashboard
Your dashboard gives you a summary of your activity and your assigned students. It comes with default tiles, and you can arrange it to fit how you work.
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Save Your Layout
When you move or resize tiles, click Save Layout in the upper right to keep your arrangement.
Show, Hide, or Delete Tiles
Click Settings in the upper right to open Modify Tile Settings. Use the toggle next to a tile to show or hide it, or the trash icon to delete tiles you do not need.
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Add a Tile from a Saved Report
You can add your own tile built from a saved report. You must have a saved report first, so build and save one in the Reports area if you have not already. Then click Settings, choose Add Tile, give it a name, pick your saved report, choose how it displays, and click Save Tile.
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Your new tile then appears on the dashboard.
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Default Tiles
Your dashboard starts with a set of tiles. The common ones are:
1. My Students. A chart of your assigned students by predicted support level. You can switch the view or show a table.
1. My Assigned Students Activity Feed. Recent activity for your students, such as new appointments, alerts, notes, and cases. You can filter by activity type.
1. My Appointment Summaries Pending. Appointments from the last 90 days that still need a summary report.
1. My Enrolled Students. How many of your students are enrolled for a term. You can change the term and switch between chart and table.
1. My Upcoming Appointments. Your appointments for the day, with a link to view them all.
1. My Active Appointment Campaigns. Your active appointment campaigns and their stats.
South Puget Sound Community College   •   Navigate360	Page 
ac_toolbar.png




ac_access.png
Accessibility Adjustments

Text spacing

Alterthe spacing betveen charecters, words, ines of text. and paragraphs to aid in comprehension.

Dyslexic Font

Renger sl text n  font useful forreading especilly crafted for Dysiexe

Content Zoom (200%)

Magnifytext images. and controls to 200% oftheir default sizefor better readabily.

Content Timer (in Seconds)

Enables users to extend the tme imit for tme-dependant functions. When enabled. the efault duration s 72000 seconds (20 hours), wth a maximurm duration of 72000 seconds.

About Accessibility at EAB
£48 2 committed to Ggita sccessibiity for 3l users. We continuously Improve our products to mest and excesd accessibilty standards, ensuring everyone has an exceptonsl experience.

@eab.com 7

Have feesback o need sssistance” Our sccessibiity tesm is here o help. Reach us at accessibi

0

e 0 ©




ac_settings.png
User Settings x

These user preferences can be updated at any time and will persist after logout.
Default Views

Default Term @

System Defauit Term v

Default Landing Page ©

‘System Default Landing Page v
Defauit Staff Home Tab @
‘System Default Staff Home Tab (Assigned Students) v

Defauit Student Profile Tab @

‘Select a Defalt Stugent Profile Tab v
Default Care Unit @
None v

Personal Settings

Time Zone @

(GMT-0800) Pcific Time (US & Canada) x v

[ Show only First Name and Last Initial in Scheduling @




ac_emailbio.png
Email Signature @

Paragraph v B I

Personal Bio @

Paragraph v B I

Cancel





ac_dashboard.png
My Dashboard

@ EAB

On this page, find summary information about your activity in Navigate360 and the activity of your assigned students.

My Students © @l

Predicted Concern (1711 students) Last Refresh: 10/01/2024 10:29 AM ET

Show Tabl

e

Low : 247
I Moderate : 37
I High: 104

Unknown : 1323

My Appointment Summaries Pending ® @llc
Last 90 days | View All # Last Refresh: 10/01/2024 10:29 AM ET
Search in Results S | @ S|
= Date ¢ STUDENT SERVICE ¢ C
= 09/27/2024 Blake, Steven General Transfer Advising N
= (9/25/2024 Kelker, Douglas Academic Planning N
= 09/20/2024 Therrien, Scott Academic Planning N
= 09/20/2024 Palen, Carl General Transfer Advising N
= 09/13/2024 Crawford, Timothy Declaring a Minor N
= 09/06/2024 Townsend, Willie Tutoring for my class N
= 08/27/2024 Rountree, Joseph Math Lab N
1-100f10 | 100 K< >

My Enrolled Students ® [+][<][=]

Enrolled in Fall 2024 (1711 students) Last Refresh: 10/01/2024 10:29 AM ET

Show Table

I Not Enrolled : 1711
BN Enrolled : 0

Save Layout

My Assigned Students Activity Feed ©

%% Settings C Refresh

&lle

Last Refresh: 10/01/2024 10:29 AM ET

Search in Results

ITEMS

Cynthia Clark appointment with Nicholas Mcdonald
Declaring a Minor at 12:.00PM ET
10/01/2024

Bernice Gierisch appointment with John Richards
Unpaid Hold at T0:00AM ET
09/25/2024

Esteban Elletson appointment with Lorelei Brown
Resolving a Hold at 8:00AM ET
09/24/2024

1-100 of 2500 | 100 K <2 3 4 5 >

My Active Appointment Campaigns ®

Last Refresh: 10/01/2024 10:29 AM ET

There is no data to display.

° +

+ )
My Upcoming Appointments © E]
@ 10/01/2024 . | View All 1 Last Refresh: 10/01/2024 10:29 AM ET
There is no data to display.
[
°* +
+ )





ac_tiles.png
sigl

Modify Tile Settings x

You can control which tiles are shown on the dashboard. From here, you can showyhide tles
by clicking the toggle next to their name, or delete tiles that you don't need anymore. If you
want to update a tile’s function, you will need to update the report it correlates to.

Don't see the tile you want? You can create a new one using a saved report. To add a new
tile,return to the dashboard (Home), clck the Settings button, and select Add Tile

@ caseload o

Saved Report: Cases - All Time 7
Data Visualization: Aggregated - Chart View
Tile Created At: 09/26/2024 3.09 PM ET

o My Active Appointment Campaigns i

View all of your active Appointment Campaigns and their associated performance metrics,
Click on the campaign name to view details. This tile cannot be deleted but you can tum the
tile on and off by using the toggle next to ts name to hide/show.

(@) My Appointment Summaries Pending m

View your appointments completed in the past 90 days without an appointment summary.
Click on a student name to go to the student profile, or click the *View Al ink to manage
recent appointments. This tile cannot be deleted but you can tum the tile on and off by using
the toggle next to ts name to hide/show.

@ vy Assigned students Activity Feed o

View activity for your assigned students. Activity includes: newly assigned students,
upcoming and past Appointments, new or closed Alerts, new or closed Cases, new Progress
Reports, new Notes, new Appointment Summaries. Filter by activity type to include only
those you wish. This tile cannot be deleted but you can tur the tile on and off by using the
toggle next to its name to hide/show.

@ vy Enrolied Students

Enroliment data on your students for the current term and next term. Select term and cl
chart for more information. This tile cannot be deleted but you can turn the tile on and off Dy




ac_addtile.png
Add Tile

To create atile, add the name, select a report to pull data from, and choose how that data will
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