
USING NOTES
—IF YOU HAVE ASSIGNED ADVISEES
A Note is a broad piece of information about the student and 
this information is not tied to a specific advising appointment. 
You may attach documents to this type of note, use it to paste 
information from an email, or record any type of general 
information about the student.

1.	 From the Staff Home page, select the student(s) you want to 
make a Note on from the My Assigned Students list.

2.	 Click the Actions button and select Note.

3.	 Select a Note Reason and record your note in the text box 
provided.  

4.	 If you wish to attach a file you may also do this by selecting 
Choose File in the Attach File section and following the 
steps.  

Note: In a Note you have the ability to make a note visible 
only to you or visible to the student.  If you check nothing 
in the Visibility section, the note is visible to all professional 
staff and faculty advisors using the Navigate system.

5.	 Click Save Note.  If you do not click Save Note, the 
information you typed will not be retained and will not be 
saved to the student’s profile.
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USING NOTES
—IF YOU DO NOT HAVE ASSIGNED ADVISEES
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1.	 Search for the student for which you would like to add a 
Note either by conducting a Quick Search (magnifying 
glass in upper right of Navigate) or an Advanced Search 
(magnifying glass in left navigation bar).

2.	 Once on the student’s profile page, select Add a Note on this 
Student in the far right menu.

3.	 Complete steps in the above section.
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USING APPOINTMENT REPORTS 
An Appointment Report is the record of a specific advising 
appointment for a student. You may use Appointment Reports to 
check a student in, take notes on the conversation, and develop a 
record of the appointment.

Appointment Reports can be generated in a variety of ways. 
How you go about creating a report is largely dependent on your 
college/office’s check-in process for student appointments.

1.
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USING CENTRALIZED CHECK-IN PROCESS
1.	 If you have centralized check-in process, meaning you have 

a central location/office dedicated to checking in all student 
appointments, the student will be “checked in” when they 
arrive and you will see them appear in your Appointment 
Queue icon.

2.	 Click on the Appointment Queue icon and select Start 
Appt.

3.	 An Appointment Report will open (explained on page 6).  
Much of the information in your Appointment Report will 
be pre-populated for you, but if needed you can edit some 
of the fields.
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USING APPOINTMENT REPORTS 
If a student has made an appointment with you and you do not 
have a central office/location checking in your appointments, you 
can check them in yourself and create an Appointment Summary 
on your own.

1.

3.

2.
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MANUALLY CHECKING-IN THE APPOINTMENT
1.	 From the Staff Home page, click on the tab for Upcoming 

Appointments and select the student you are having the 
appointment with.

2.	 Click on the Actions drop down menu and select Add 
Appointment Summary.

3.	 An Appointment Report will open for you to complete 
(explained on page 6).  
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USING APPOINTMENT REPORTS 
You may create an Appointment Report from scratch, if a student 
was not checked in for you or if you accidentally closed the 
Appointment Report during your appointment session. 

3.
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CREATING AN APPOINTMENT REPORT FROM SCRATCH
1.	 Search for the student for which you would like to add 

an Appointment Report either by conducting a Quick 
Search (magnifying glass in upper right of Navigate) or an 
Advanced Search (magnifying glass in left navigation bar).

2.	 Once on the student’s profile page, select Report on 
Appointment in the far right menu.

3.	 An Appointment Report will open for you to complete 
(explained on page 6).  
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KEY CONTENT FOUND IN THE APPOINTMENT REPORT 
If you wish, you can minimize the Appointment Report during 
the session while you speak with the student.  However, you 
may wish to take notes in the Appointment Report during the 
conversation to best capture your dialogue and interaction.  Do 
not “X” the report box out or all of your content will be deleted. 
Instead fill in all the relevant content and click Save this Report.
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1.	 Location identifies your location.

2.	 Service provides your intended reason for having this 
appointment.

3.	 Course allows you to select a course that the student is 
currently enrolled in.

4.	 Meeting Type allows you to distinguish if this meeting is 
in-person, by email or by phone.

5.	 Date of Visit provides date of the student’s actual visit to 
your office.

6.	 Meeting Start/End Time provides the intended time for the 
appointment.

7.	 Attendees identifies the amount of time the advisor has 
blocked for this appointment and the length of time the 
student was in the appointment.  For the student, the 
Departed field should populate itself once you select Save 
this Report. 

8.	 Appointment Summary allows you to input notes about 
the interaction with this student.

9.	 Attachments allows you to attach a file relevant to your 
student appointment.

10.	Save this Report allows you to save the content of your 
report so that the information will be visible on the 
student’s profile for future reference.  Appointment Reports 
are only visible to other professional staff and faculty 
advisors using Navigate.  They are not visible to students.
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NOTE-TAKING TIPS
APPOINTMENT REPORT VERSUS NOTES
In general, use the Appointment Report option when the notes 
you are taking are related to a specific advising meeting. The 
notes should keep track of the length of your appointment, its 
location, the type of appointment you are holding, and any 
pertinent information that was discussed.

Use the Notes option when you are adding notes on a student 
that does not pertain to a specific appointment. These could 
include information from emails, phone calls, or general data that 
you wish to record.
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USING GOOD JUDGEMENT WITH NOTE-TAKING
1.	 Notes should always be objective information rather than 

subjective opinion. 

2.	 Advising notes become part of the student’s permanent 
academic record and can be made available through the 
Freedom of Information Act.

3.	 Write only what you would feel comfortable having the 
student or parent read.

4.	 Notes should be kept brief and to the point while still 
providing context to the advising conversation.

5.	 Do not share private information shared with you by 
the student. If you must record a sensitive note, do so in 
a separate note and select to make that note private and 
visible only to you.

6.	 Other offices will generally have access to your notes and 
should be able to find them of use, particularly when you 
have made a referral to a campus partner.
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