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What: V3 Reports contain data and analytic insights related to student success programs. The V3
reports will produce the same results as our legacy Reports, which are still available. The legacy Reports
will be sunset at a later date.

Where:  Access the Reports landing page by selecting the Reports icon on the left sidebar.

Who:  Reporting is a helpful tool for staff tasked with pulling reports and analytics related to student
success programs. This may be the institutional administrator, someone from the provost's office, IR, or
another specialized staff member. That said, other staff may also have access to these reports
depending on your institution's policies.

Conditions:  Your institution must have access to reports tied to Strategic Care. Your role must be given
access to the reports. Each report has an individual permission for access.
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Feature Overview

As a single source of consolidated data points, Navigate360 creates a unified analytics platform which links
numerous campus stakeholders around student success challenges. We use best practice data insights so
your college can make informed decisions around student intervention strategies, such as improving student
interactions and maximizing faculty and staff workflow.

Our V3 reports have advanced filtering options and new grid styling and functionality. These V3 reports will
product the same results as our previous reports, which are still accessible.
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Report List and Descriptions

There are 25 reports in Navigate360 V3 Reports: Appointment Feedback Metrics, Appointment Feedback
Responses, Appointment Campaigns, Appointment Requests, Appointment Summaries, Appointments,
Check-Ins, Alerts, Cases, Knowledge Bot Usage, Enrollment Census, Progress Report Campaigns, Progress
Reports, Course Section Capacity, Survey Campaigns, Surveys, Academic Plan Utilization, Student
Compliance to Advisor Plan, Availabilities, Attendance, Notes, Students Enrollments, Students Active for
Term, and Study Hall.

Detailed information about each unique column in each report is in the Data Dictionary articles on the Help
Center and the reports themselves. Information about the columns that appear in every report is in the
Standard Fields article. Note that the unique columns should be the same as in the legacy reports.

 

Appointment Feedback Reports

Appointment Feedback Metrics Report
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The Appointment Feedback Metrics report shows how many feedback requests are being sent by a
template, how many responses the template has gotten, the response percentage, and information
about the template itself.

To use this report, you need the View Appointment Feedback Metrics permission.

The Appointment Feedback Responses report shows the responses that the students give to the
feedback forms. It shows each question in the form, the question type, and the answers.

To use this report, you need access to view Appointment Feedback Responses for the respective Care
Unit as well as access to the report to see the report and its results.

 

Appointment/Visit Reports

Appointment Feedback Responses Report
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This report shows all Appointment Campaign requests and response information for a Care Unit. A
single row represents a single appointment campaign request per student.

To use this report, you need access to view Appointment Campaigns for the respective Care Unit as well
as access to the report to see the report and its results.

View the Appointment Campaign Report Data Fields article here.

This report shows any appointment request created by a user in Navigate360. A single row in the report
represents a single appointment request within the date range chosen. For a student to be returned in
the report, the student must be active in the terms selected. If no terms are selected, you retrieve all
students active in any term with any appointment requests in the date range chosen.

Appointment Campaigns Report

Appointment Requests Report
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This report shows any Appointment Summary created by a user within the platform.

Note. An appointment can be either a scheduled or drop-in interaction with a student. It can also
include canceled appointments and no-shows if the boxes are checked in the Data Filters.

A single row in the report represents a single Appointment Summary with a Created Date in the date
range chosen. If the Appointment Summary was created for multiple students, you find one row per
student with the summary report data. For a student to be returned in the report, the student must be
active in the terms selected. If no terms are selected, you retrieve all students active in any term with
any appointment summaries in the date range chosen.

The data returned in the Appointment Summaries report is Care Unit-specific. To access the report’s
data, users must have a role with access to a given Care Unit and the ability to view Appointment
Summaries within that Care Unit. They also need the View Appointment Summaries Report permission.

View the Appointment Summary Report Data Fields article here. 

Appointment Summaries Report

Appointments Report
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This report shows any appointment created by a user in Navigate360. A single row in the Appointments
Report represents a single appointment instance with the Appointment Date within the date range
chosen. If the appointment instance is a group appointment, you see a single row per student in the
appointment. For a student to be returned in the report, the student must be active in the terms
selected. If no terms are selected, you retrieve all students active in any term with any appointments in
the date range chosen. An appointment must have an attendee in order for it to pull in the
Appointments Report.

The data in the Appointments report is Care Unit-specific. To view and access the data, users must have
a role with access to a given Care Unit and the ability to view appointments within that Care Unit. They
also need the View Appointments Report permission to see the link to the report. 

Important. The V3 Appointments Report currently does not have a Students Without
Appointments mode. If you need that, use the V2 report.

View the Appointments Report Data Fields article here. 

 

The Check-Ins report shows any check-in for a visit in Navigate360. This includes appointments, track
time, and record visit check-ins. A single row represents a single check-in within the date range chosen.
This includes Appointments, Track Time, and Record Visit check-ins. If you have selected an enrollment
term or terms, the student must be active in the terms selected to be returned in the results. Otherwise,
the report retrieves all students active in any term with a check-in the selected date range.

Check-Ins Report
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To use this report, a user needs the View Check-in Report and View Students Checked-
In/Out permissions.

View the Check-Ins Report Data Fields article here. 

 

Intervention Reports

The Alerts report includes any user-created alert associated with the Navigate360 platform, along with
associated details. This covers alerts created by campaigns or ad-hoc alerts. A single row represents a
single alert instance within the selected date range. If you filter by enrollment terms, only students
active in the terms return in the report results. If you do not filter by enrollment terms, you retrieve all
students active in any term with any Alert instances in the date range chosen.

To use this report, a user needs the View Alerts Report permission.

View the Alerts Report Data Fields Article here.

Alerts Report
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This report shows any Case created by a Navigate360 user and the associated details. The Cases
report allows you to learn about open or closed cases at your institution, including who opened the
case, who is assigned to the case, and the Case Closed Reason.

A single row represents a single Case instance in the date range.  If you have selected an enrollment
term or terms, the student must be active in the terms selected, otherwise the report pulls all students
active in any term with a case in the selected date range.

The data returned in the report is Care Unit-specific. To access the report’s data, the user must have a
role with access to a given Care Unit and the ability to view cases within that Care Unit. The user also
needs the View Cases Report permission.

View the Cases Report Data Fields article here. 

This report shows any Enrollment Census response created by a Navigate360 staff user.

A single row represents a single Enrollment Census response instance with a created date in the date
range chosen.

For a student to be returned in the report, the student must be active in the terms selected. If no terms
are selected, you will retrieve all students active in any term with any Enrollment Census responses in
the date range chosen.

Cases Report

Enrollment Census Report
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To view this report, users need the View Enrollment Census Report permission.

View the Enrollment Census Campaigns Report Data Fields article here. 

This report shows all Progress Report campaign requests and response information.

A single row represents a single Progress Report request per student created in the date range chosen.

To view this report, users need the View Progress Report Campaigns Report and View Progress
Reports on Students permissions.

View the Progress Report Campaign Report Data Fields article here.

Progress Report Campaigns Report

Progress Reports Report
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This report shows any Progress Reports and Progress Report responses created by a user within the
platform.

A single row represents a single Progress Report instance with a created date in the date range chosen.
For a student to be returned in the report, the student must be active in the terms selected. If no terms
are selected, you will retrieve all students active in any term with any Progress Reports in the date range
chosen.

To view this report, users need the View Progress Reports Report and View Progress Reports on
Students permissions.

View the Progress Reports Report Data Fields article here. 

 

Operations Reports

 

Smart Guidance Reports

Course Section Capacity Report

Student Compliance to Advisor Plan Report
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Note. This report is for institutions with Next Generation Academic Planner.

 

This report will show student compliance with academic plans created by their advisors. A row
represents one academic plan created by one advisor for one student and the student's compliance
with that plan. If an advisor has created multiple plans for one student, each one will be listed as a
separate record.

To access this report, a user must have the View Advisor Plan Compliance Report permission.

Note. This report is for institutions with Next Generation Academic Planner.

This report will show how students are utilizing their academic plans. A single row represents a single
course chosen on a student plan.

Academic Plan Utilization
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To access data within this report, the user must have the View Academic Plan Utilization Report
permission.

Note. This report is for institutions who use Survey Builder in Smart Guidance. It updates every day
at 7 AM in your school's main time zone.

 

The Survey Report shows Survey question results from any non-campaign surveys that were created
and sent from the Survey Builder tool in the CAT. The results in this report do not show those responses
from surveys created using the Survey Campaign functionality. Each row shows data related to a single
answer to a survey.

Surveys Report
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Users need the View Surveys Report permission in Navigate360 Staff to see this report.

Note. This report is for institutions who use Survey Campaigns. It updates every day at 7 AM in
your school's main time zone.

The Survey Campaign Report shows survey question results from surveys that were created and sent
from Survey Campaigns. The results in this report will not return those responses from surveys created
and sent in Survey Builder. Each row shows data related to a single answer to a Survey Campaign
created in the Staff platform.

Users need the View Survey Campaigns Report permission in Navigate360 Staff to see this report.

 

Staff Reports

Survey Campaigns Report
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This report shows any appointment, campaign, or drop-in availability created in the platform. These can
be "forever" availabilities or availabilities for a defined date range.

Note. For an Availability to show up in the report, the Availability must have overlap with any date
within the date range. For example, if the date range is March 1st to March 31st and an Availability
runs February 15th to March 1st, it appears in the report. This is different than our previous
filtering.

Users with certain permissions can use this report to create and edit Availability for other users. To
create Availabilities, users need that permission. To edit Availabilities using this report, the user needs
access to edit Availabilities within a given Care Unit.

Users also need the View Availabilities Report permission to see the report and/or create and edit
Availabilities.

A single row in this report represents a single availability instance within the date range chosen.
The Active field shows whether the availability is active or inactive on the day that you run this report.

The Availabilities report allows you to learn who or how many staff are available for particular Services,
Care Units, Locations, or courses.

View the Availabilities Report Data Fields article here. 

 

Student Data Reports

Availabilities Report
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This report shows any attendance entry created by a user in Navigate360.

A single row represents a single attendance entry with a created date in the selected date range. If the
attendance entry was created for multiple students, you find one row per student with the attendance
data. For a student to be returned in the report, the student must be active in the terms selected. If no
terms are selected, you retrieve all students active in any term with any attendance entry in the date
range chosen.

To access this report, users need the View Attendances Report permission.

View the Attendance Report Data Fields article here. 

This report shows any Note created by a Navigate360 user in the platform. The Notes report allows
partners to see how information outside appointments is being recorded by staff who have access to
Navigate360.

A single row represents a single Note with a created date within the selected date range. If the Note
was created for multiple students, you find one row per student with the Note data.

For a student to be returned in the report, the student must be active in the terms selected. If no terms
are selected, you will retrieve all students active in any term with any notes in the date range chosen.

Attendance Report

Notes Report

5/31/24, 12:01 PM V3 Reports – Help Center

https://helpcenter.eab.com/hc/en-us/articles/16999211693975-V3-Reports 16/31

https://helpcenter.eab.com/hc/en-us/articles/360042783153


To access this report, users need the View Notes Report permission. To see other users' private notes
in this report, users need the View Private Notes Created by Other Users permission and for private
notes to be active for your institution.

View the Notes Report Data Fields article here. 

This report shows any course enrollments a student has in a selected term. A single row represents a
single enrollment instance within the selected term. Users find one row per student course enrollment
with the associated data. This means if a student is enrolled in five classes, you see five lines for that
particular student. For a student to be returned in the report, the student must be active in the selected
term.

Student Enrollments Report
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This report shows general information for students in Navigate360. It also shows if the student can
receive SMS communications from the Navigate360 short-code or a telephone number from the pool. A
single row represents a single student in the Navigate360 platform.

To use this report, a user needs the View Student Info Report permission.

This report can be used to confirm that student data is coming into the system properly.

View the Student Info Report Data Fields article here. 

This report shows any study hall check-ins and hours created by a user within the platform. A single row
represents a single student with a check-in for study hall in the chosen term. For a student to be
returned in the report, the student must be active in the selected term.

Students Report

Study Hall Report
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To view this report users need the View Study Hall Report permission

 

Building a Report

Add a Data Filter

To generate a report, begin with creating your search parameters. Use Data Filters to define report-specific
behavior or objects. Select a field, condition, and value for each row. Filters can be mixed and matched for
more precision in your report. 

Tips and tricks:

Fields are specific to your report type.
Conditions vary by data type. For example, if a field contains dates, you can filter by a date range.
Values are specific to each field. 
Want all available data? Filter by a required field and select the "is not empty" condition. 
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Filters Logic

Filters Logic options determine how your criteria are interpreted by the platform. By default, Navigate360 has
the report match all filters.

Option Description

Match all
Filters
(AND)

Use the match all filters option to create a logical condition that
requires all specified criteria to be true for a record to be included in
the report results. AND logic will narrow your results.

Match
any
Filters
(OR)

Use the match any filters option to a logical operator that connects
multiple conditions, where at least one condition must be true for a
record to be included in the report results. OR logic will broaden
your results.

Advanced
(AND/OR)

Use Advanced to create more complex logic when creating a report
to specify conditions that must be met. "AND" requires all
conditions to be true, while "OR" requires at least one condition to
be true.

 

Add Additional Search Criteria

You can add multiple filters to a report. Click +Add Filter to add another filter to the report.

 

AI Filter Assistant

Note. AI Filter Assistant is only available to partners with NavAI. Reach out to your Strategic Leader if
you have questions about your partnership.
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The AI Filter Assistant works with Navigate360 V3 reports to quickly find and apply report filters. When
enabled, open the AI Filter Assistant from the Data Filters panel in V3 reports.

The panel opens. Users then enter a prompt for their desired report and select Generate Filters.

The AI Filter Assistant then adds filters for the report. Users can then adjust the filters or modify the prompt
again. If a user modifies a prompt, the AI Filter Assistant regenerates the filters.
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To use AI Filter Assistant, select the AI Filter Assistant permission on the Edit Role page for users and user
roles that you want to have access to this feature once it is turned on for your institution.

 

Additional Checkboxes

Many of the reports include extra checkboxes and most will include the checkboxes Include Inactive
Users and Include My Students Only (both unchecked) by default. These help further narrow your report
results. An example of the filter checkboxes available in the Appointments Report is displayed below.

 

Run Report

Once your search criteria are set, click Run Report to run the report. Note that any reports with more than
20,000 rows will not display results; instead, you will have to download a CSV of the results.
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Sharing Data Filters

Users can share the filters they select for a report by choosing the Share These Filters button.

Clicking the button copies a URL to the user’s clipboard. The user can then paste the URL and send it to
another user. If the user has the correct permissions to see the report AND filters chosen, clicking the URL
opens the Report page with pre-filled filters. If they do not have the correct permissions, users receive a
Permission Denied notification.

 

Working with Report Results

Once you have run your report, the results populate in the table below the data filters. This is called the grid.
The grid has a lot of features to help users with the report data, described in the next sections.

 

Search in Results

When your Data Filter results are shown, you can enter more information to further narrow down your search
results. Note that as in V2 reports, you can click the student's name in report results and it will open the
Student Profile.

 

Icons 
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Next to the search bar there are icons, explained in the table.

Icon Description Behavior

Clear all sorts and
filters

When selected, the sorts in the grid and
the filters in the search results are
cleared. Grid settings are not applied. 

Export
When selected, the grid is exported into a
CSV file. Grid settings (if any) are applied.
More information below.

Load grid into
pivot table

When selected, the grid loads into a pivot
table. More information below.

View grid table When selected, the grid search results
display.

View column
manager

When selected, you can adjust the column
order by dragging or clicking each item up
or down the list. Use the checkboxes to
toggle column visibility. Use the caret
symbol to move an item up or down the
list by one position or move an item to the
top or bottom of the list. Any changes will
revert back to the default order when you
exit this page. This replaces
the Show/Hide Columns action from
legacy reports.

View sort
manager

When selected, you can create a multi-
column sort. If the sort buttons are used
on the table then the multi-column sort is
reset and sorting occurs by only one
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Icon Description Behavior

column. Any changes will revert back to
the default order when you exit this page.

View grid settings

When selected, you can configure how the
grid renders and exports data. Any
changes will revert back to the default
order when you exit this page. More
information below.

 

Export Reports

Important. All exports in these reports are in CSV format. This standardizes the export and allows any
version of Excel to open the file. However, View Grid Settings lets users customize the download
filename, quote character, and delimiter for convenience.

All reports can be exported. Any report with more than 20,000 lines does not display in the grid and must be
exported.

To export, select the Export icon after taking any actions (e.g., showing/hiding columns) you want to do
before creating an export file.

The CSV file downloads.

We removed all rows from the top of the file that produced the school name, date ranges, and other added
information.

Note. Only the first 32000 characters of a Note show in the report or CSV. This applies to the Notes
Report only and is due to Excel limitations. To see the full note, go to the Student Profile.
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Pivot Tables and Charts

A third-party tool, Flexmonster, is integrated into V3 reports and allows users to create data visualizations
and pivot tables within Navigate360.  Once report results have generated, click on the icon to load data into a
pivot table. 

The selection of filters and the arrangement of fields into rows and columns is done in the Fields area of the
tool.  Additional formatting and display options, such as the inclusion of totals and subtotals, are also
available.
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Visual displays of the data can be generated by selecting a specific chart type from the Charts area of the
tool.

Users not yet familiar with pivot table functionality are encouraged to join our V3 Reports New Feature
Spotlight, where we will provide more information about pivot tables and charts, use cases for these data
visualizations, and how to create them within V3 reports.

 

Grid Settings

Grid Settings allows you to configure how the grid renders and exports data.
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Configurations

Frozen First Column
If selected, the first column of the grid will not scroll horizontally.

Export Settings

Filename of Download: Enter the name you would like displayed when the grid is exported.
Quote Character: Enter the character used to quote fields.
Delimiter: Enter the delimiting character to separate cells. It can be any character except newline,
line break, or double-quote.

Skip Empty Lines
If selected, then the lines that are completely empty (those which evaluate to an empty string) will be
skipped. 

Use Column Data Key for Header
If selected, then the header will use the column data key rather than the column title.  

 

Report Actions
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Users can take action on any report by opening the Actions menu in the report results. Below is an example
of the Actions menu for the Appointments report.

While most reports have some unique actions, all reports have some similar actions. Unique actions are
listed in the Data Dictionary article for the report.

The actions that every report has are listed below.

Send a Message to Student
Sends a message to the students selected by email or text.

Create Ad-hoc Appointment Summary
Opens an Appointment Summary Report for the students selected.

Create an Appointment Campaign
Creates an Appointment Campaign using the selected students.

Schedule Appointment
Creates an Appointment between the students and the person who ran the report.

Tag
Adds a tag to the students selected.

Note
Adds a note to the students selected.

Issue Alert
Issues an alert for the students selected.

Add to Student List
Adds the selected students to a Student List.

Add To-Do
Adds a staff To-Do for the students selected.

Additionally, by clicking the icon, users can perform actions on an individual student.
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Saving a Report

Saved Reports give Navigate360 staff users the ability to save student and activity filters for a particular
report to which they have access, much like a Saved Search. Saving a V3 report also saves most grid settings
(except column width and columns in the pivot table). This allows users to re-run the search quickly and
efficiently without having to reselect the filters each time they access the report. Downloaded Reports will
continue to be available in the Download Center for 7 days.

To save a report, run your report as usual and then click the Save As... button on the results page.

After creating a saved report, the report will appear on the Saved Reports tab.

 

Report Automations
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Users can create automated actions from saved V3 reports. Refer to the Automated Actions article to find
out how. Once an automation is created, it appears on the My Report Automations tab.

From this tab, users can edit or delete an automation, or add a new one.
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