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Using Student Lists in Navigate Staff
Student Lists are static lists of students. You can use Student Lists in a variety of ways, from maintaining a list of students to tracking overtime, to sending messages or Appointment Campaigns directly from the Student List.
Note: If you want to save a dynamic list of students based on a set of Advanced Search filters, you’ll need to save a Student Search instead.
Step 1: Log in to Navigate Staff
From go.niu.edu/navigate, click on the Staff Login link.
If you have logged into Navigate Staff before on that device, you should already be logged in. If not, log in using your employee ID and password.
Step 2 (Option 1): Create a new Student List by searching within Navigate Staff
To create a Student List from within Navigate Staff, you can either first search for the students then add them to the list, or you can create the list first then add students to it later.
Search for students to add to a list:
Click the Advanced Search tile on the left.
Fill out all applicable fields and filters.
Click the Search button on the bottom left.
Click the checkboxes next to individual students you would like to add to the list or use the check-all checkbox at the top left to select all students in the search.
Click the Actions dropdown menu in the top left.
Click Add to Student List.
Click Create new list.
Name your list.
Click the Save button.
The list was created and will now be viewable under the Student Lists header in the Lists and Saved Items tile.
Create a student list first, then add students to it later:
Click on the Lists and Saved Items tile, then click the New Student List button
Name the list
Click the Save Student List button
You have created a Student List! The list will now be viewable under the Student Lists header in the Lists and Saved Items tile
Step 2 (Option 2): Create a new Student List by uploading a .csv file to Navigate Staff
You can create a student list within Navigate by importing a .csv file. 
Note: The .csv file must contain a column of student IDs formatted with the leading 0 (e.g., 01234567) and not a Z.
Click the Lists and Saved Items tile.
Under the Student Lists header, click the Actions dropdown menu.
Click Upload Student List.
Identify a list: Under the “Select a Student List” tab dropdown menu, select either an existing student list to upload to or select New Student List and name the new list and click the Confirm button.
Under the “Upload” tab, click the Choose a file button to browse and select the .csv file students you wish to upload.
Click the Click to upload the file button.
Under the Choose a column tab, select the .csv column from the dropdown menu that contains the student IDs.
Click the Save button.
Your Student List should now be populated with the student data from the .csv file.
You have created a Student List! The list will now be viewable under the Student Lists header in the Lists and Saved Items tile.
How to prepare the .csv file for uploading into Navigate
Create the column heading:
Open a blank Excel document and type Student-ID into cell A1. This will be the column header.
Paste the student IDs into column A starting on row 2.
Remove leading Zs from IDs and add leading zero:
Select the entire column A, 
Next, use Find and Replace press to replace all Zs with blanks.
Next select the entire column A, and then select Number Format.
In the Number Format options list, select More Number Formats.
Then select, Custom. In the Type field, type eight zeros (e.g., 00000000).
Press OK.
Each ID now should appear with a leading zero.
The last step is to save the file in the format of CSV (Comma Delimited).
Note: Do not save in the UTF-8, Macintosh or MS-DOS CSV formats. Use only the option for CSV Comma Delimited.
Add Students to Existing Student Lists by Searching within Navigate
If you first created and named a list without populating it with students, you can go in and manually add that list of students one-by-one by searching in Navigate.
Note: If your list of students is too long to add manually, you can also upload students to an existing list using a .csv file. See Step 2 Option 2: 4. for instructions.
Click the Lists and Saved Items tile
Under the Student Lists header, click the blue name of the list to which you want to add students
Click the Add Student button on the right
Search for the student(s) either by name or by Z-ID (the Z-ID can be formatted Z123456 or 0123456)
When you have found all the students you wish to add, click the Add Student button
The Student List will automatically refresh
Once the list has refreshed, the students will now be added to the Student List
How to Format Numeric Student IDs with the Leading Zero
Convert Email Addresses to IDs:
Select the entire column of values 
Press Ctrl + H (Find and Replace) 
Type the @students.niu.edu and replace with nothing
Press Replace All 
Next, repeat Ctrl + H and replace z with nothing
If A-IDs@mail.niu.edu domains are present, then repeat to replace the same way.
Add Leading Zero to IDs:
Select the entire column that contains the student IDs.
Then click the drop-down menu in the Numbers ribbon.
Select Custom from the options menu.
Then, replace the word, General in the Sample view with eight zeros.
Press OK.
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