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Review Advisee List in Navigate360 and Submit any Necessary Changes 
• Sign into Navigate360. The link is available from the Quick Links at greenriver.edu.  

• Check that you are on the “staff home.” You may need to toggle your home page to be on the “Staff Home.”  

 

• The “Students” tab lists your assigned advisees.  

 

• Review your assigned advisees and submit a helpdesk ticket to request changes or ask questions about 

assigned advisees.  

  

https://greenriver.campus.eab.com/home
https://support.greenriver.edu/TDClient/98/Portal/Requests/ServiceDet?ID=6802
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Establish Availability for Advising in Navigate360  
• Click the calendar icon in the far-left menu on the Navigate360 landing page.  

 

• Click “Settings and Sync” 

 
 

o If you’ve never synced your calendar before you will see a prompt to sync 
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▪ Click “Setup Sync…”  

 
▪ Select Microsoft Office 365 (Latest Version) and follow the prompts to sign into your Green River 

Microsoft Exchange account.  

o If you have synced your calendar before, ensure that is working by reviewing the “Last Sync Date.” It should 

be within the last hour. 

  
▪ If the sync is not within the last hour, try “Retry Sync…” if the calendar does not sync, click 

“Disconnect Sync…” and resync according to above instructions. If sync problems persist, please 

open a helpdesk ticket. 

 

  

https://support.greenriver.edu/TDClient/98/Portal/Requests/ServiceDet?ID=6612
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• Return to the “Staff Home” page.  

• Click on the “My Availability Tab”  

 

• Click the “Actions Menu” and then click “Add Time”  

 

• In the ”Add Availability” pop up that opens, add when you are available to meet with Advisees. Please consider:  

o Your availability will be cross listed with the availability your outlook calendar. For example, if you have an 

appointment on Monday that blocks your calendar from 2-4, and you offer availability in Navigate360 on 

Mondays from 2-4, no availability will be seen by students due to the standing 2-4 block on your outlook 

calendar.  
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o Indicate when you are available to meet. This will include selecting days of the week that you are available, 

the time range you are available for on those days, and how long you want the availability to be active for.  

o Be sure to click the box next to “Add this availability to your personal availability link,” so you can share that 

link directly with students.  

 
 

• Scroll down to indicate what type of availability it is. Please consider:  

o Your availability for advising is only available to those students who are assigned to you as an advisor. So if 

you say to a student enrolled in your class to “make an advising appointment with you,” they won’t be able 

to unless they are already assigned as an advisee.  

o Select “Appointments” as type of availability, and indicate what meeting types you prefer. You may select 

multiple types for the same availability. Select “Advising” as the care unit and the location of your office, 

even if you are establishing only virtual availability. Under services select “Meet with my Academic Advisor.” 

If you do not see your location or the “Meet with my Academic Advisor” service, please submit a helpdesk 

ticket. Add a Zoom URL for virtual availability and any other content you want shared with the student when 

they make an appointment.  

o Click “Save”.  

https://support.greenriver.edu/TDClient/98/Portal/Requests/ServiceDet?ID=6611
https://support.greenriver.edu/TDClient/98/Portal/Requests/ServiceDet?ID=6611
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• If your availability is saved it will appear in your “My Availability” menu.  
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Communicate with Advisees about Advising Day 
1. From the Staff Home page, select all assigned Advisees by clicking the check box next to “Name” under “Actions”  
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2. After selection all advisees (the check boxes next to their names will be blue), click the actions menu and select 

“send a message”  

 

3. A Message box will open to the right. In that box click “Apply a Template,” then “Select A template” and then “Fall 

TERM – Faculty Advising Day Message,” and then “update.” The TERM will change with the quarter.  

 

4. Review the templatized message and make changes to fit your approach and messaging with students. Include 

merge tags to personalize messages to students and to include your personal availability link.  
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5. Scroll to the bottom and preview message. May further changes. When you are satisfied with the message, click 

“send message.”  
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When Meeting with Advisees 
Student appointments will be listed on your outlook Calendar and in the “Upcoming Appointments” que on your 

“Appointments” tab on the “Staff Home” page: 

 

Review student's history before meeting. 
Before you meet with a student, please review their profile and history to get a sense of who they are their journey at 

Green River. You can follow the student’s name from the above que to review their profile: 

 



 

GREEN RIVER COLLEGE Faculty Advisor Basic Processes  Last Updated 12/19/2024 10:41:00 AM 13 
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The scroll through student’s history tab will show past appointments, alerts, cases, and check-ins for the student. This 

will give you a sense of where and who has provided advising in the past, as well as any course concerns that may exist 

currently in past for the student.  

 

Assess academic planning with student. 

Review Academic Plan in Navigate 
When you meet with the student, review their academic plan in Navigate360 (if they have one). 
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Use this plan to help the student select courses for the upcoming term. If they do not have an academic plan, 

recommend they meet with a professional advisor in the appropriate advising office. You should see a Professional 

Advisor listed on the student’s profile. Scroll towards the bottom of the profile to view the student’s “Success Team” 

which includes assigned Advisors.   
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Run AAR to review. 
Check the student’s progress on their Academic Advisement Report in ctcLink. You can review this report by following 

the ‘Academic Advisement Report’ link that is half way down the student profile in Navigate360.  

 

 

 

You must be signed into ctcLink for this link to work. If the link prompts you to sign in to ctcLink, sign in, and then go 

back to Navigate360 and follow the link again. If the link is still not working, try right clicking on the link, select “Copy 

Link” and then paste it into a new window.  
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When the link opens to ctcLink you should see the “Request Advisement Report” page with the student’s ID populated:  

 

Hit Search. If the student has an existing Academic Advisement Report, it will be listed or come up as a result of the 

search. If they do not, select “add a new value” tab and then click the “add” button to generate one.  

 



 

GREEN RIVER COLLEGE Faculty Advisor Basic Processes  Last Updated 12/19/2024 10:41:00 AM 18 

 

Select Process Request.  

 

The Academic Advisement Report will generate.  

 

Direct student to change program plan if needed. 
Both the Academic Advisement Plan and the Student Profile in Navigate360 will show the student’s current program 

plan. If the program plan is wrong or needs to be changed, please direct the student to submit a Program Change 

Request with the Office of the Registrar. 

https://forms.office.com/pages/responsepage.aspx?id=PmZA-ieXeEmbznds-CS8pbvGQkwthp1PqFBMxa8azbRUMVg0NElZRUpQMkM4MVJPUkhET01BREQ3NyQlQCN0PWcu&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=PmZA-ieXeEmbznds-CS8pbvGQkwthp1PqFBMxa8azbRUMVg0NElZRUpQMkM4MVJPUkhET01BREQ3NyQlQCN0PWcu&route=shorturl
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Direct student to fill out the Intent to Graduate Form if they are within their final 2 quarters. 
When reviewing the student’s Academic Advisement Plan, if they are within two quarters of completing their plan, 

please direct the student to submit their Intent to Graduate form with the Office of the Registrar.  

Talk to the student about their funding source.  
If struggling to pass courses, refer student to their funding source to ensure they take steps to maintain funding. You can 

review students progress markers in the blue box at the top of their profile.  

 

  

https://forms.office.com/pages/responsepage.aspx?id=PmZA-ieXeEmbznds-CS8pevhy7jLH79OhM69aKKILnhUOEFKRkdDSjVXTERGSzZNSE80TUlKTjdFVCQlQCN0PWcu&route=shorturl
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If the student appears to be struggling, scroll down the profile to review their categories and identify any categories that 

show a funding source. These include:  

• Financial Aid Categories 

• Running Start Categories 

• Military Affiliated Categories 

• Work Force Categories 

 

 

Encourage the student to connect with their funding source to ensure that they will continue to receive funding.  

Use Ad-Hoc Alerts to refer students to resources. 
From the student profile, you can submit Ad-Hoc Alerts by clicking “Issue An Alert.”  
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Use this feature to submit a referral to a campus resource, or campus funding source, or an academic alert for the 

student. Comments will not be visible to students but will be visible to other Navigate360 users. Be sure to click submit 

after completing the alert.  
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Take an Appointment Summary to record your meeting.  
From your “Staff Home” select “Appointments.” Tick the box next to the appointment you are ready to summarize.  

 

 

From the “Actions” menu, select “ Add Appointment Summary.” 
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The appointment report will open. Please complete the radio buttons, and add comments as you see fit in the 

Appointment Summary box. Comments will be visible to the student.  
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Be sure to scroll down and save the appointment summary:  
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Appendix A: Faculty Advisor Appointment Checklist  

Before Meeting with Advisees 

 Review Advisee List and submit any changes. 

 Sync Calendar in Navigate360 if you’ve not already done so. 

 Establish Availability for Appointments. 

 Send a message to advisees inviting them to meet with you. 

 Once appointments are made, Review student's history before meeting. 

When Meeting  

 Assess academic planning with student. 
 Review Academic Plan in Navigate 
 Run AAR to review. 
 Direct student to change program plan if needed. 
 Direct student to fill out the Intent to Graduate Form if they are within their final 2 quarters. 
 Talk to the student about their funding source. If struggling to pass courses, refer student to their funding source to 

ensure they take steps to maintain funding.  
 Use Ad-Hoc Alerts to refer students to resources. 

After the Meeting  

 Take an Appointment Summary to record your meeting.  
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