
List and Searches Icon

An individual can access the "List & Searches" function from their Staff Home. The icon for the 
function is located on the left icon column. After clicking on the icon, an individual can access the lists 
and saved searches that the individual has created. 

San Francisco State University 

Students Lists

The results for the students list will not change unless the user makes manual edits. 

Method 1: Using Advanced Search 

This method will explain how to capture the results of an “Advanced Search” and turn them into 
Student lists.
1. On the Staff Home Page, navigate to the Advanced Search Icon located on the left side of the

web page.

Creating a Student List

The student list feature allows users to create searchable lists of students in two ways.
1. Using Advanced Search results
2. Uploading an MS Excel (.CSV) file

https://www.eab.com/
https://sfsu.campus-training2.eab.com/session/new?prevent_redirect=true
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2. After running your search, you can either select the individual students you want to add to 
your list, or select all students. 

3. If your search returned more than 100 students, you will need to click the “Select all” 
option located below the dark grey “Actions” bar.

4. After you have selected the students to add to your Student List, click on the “Actions” 
drop-down menu button located in the dark gray bar.
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5. Select “Add to Student List” from the options.

6. Select which list to add the students to or select “Create New List”.

7. Click Save when done.
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Method 2: Uploading an MS Excel (.CSV) file - Converting an Excel document into a 
CSV document 

Before uploading the document, this section will cover the method used to change a standard 
Excel document (.xls,.xslx) into a .csv file format. It will also cover how to make sure the 
right .csv format is used. Navigator does not work with all .csv formats.  

1. Please note: Navigator will only use uploaded files with student ID. If your document
does not contain this information, it will not upload.
2. Open your Excel list file.
3. Click the file option located in the top ribbon to open the options menu.

4. Select “Save As”.

5. Choose a location to save the new formatted document to.

6. In the section for “Save as type:”, select CSV(Comma delimited) (*.csv)
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Uploading a CSV document into Navigator

Once you have the document saved in the correct CSV file type [CSV (comma delimited)], 
you can upload it into Navigate to create a new Student List or append an existing one. 

1. On the Staff Home Page, select the “List and Searches” icon

2. In the section for “Student Lists”, click the Actions” button drop down menu and select “Upload
student list
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3. In the Upload File to Student List, choose either an existing list to add to or the “New
Student List” option to create a list.

4. When creating a new list you will need to create a name for it.

5. After selecting a name, you need to choose the file to upload. Your selections will appear
as a pop-up window. Navigator to the directory where your formatted CSV is located and
select the correct file. Click open to select the file. You can only upload 1 file at a time.
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6. After clicking open you will be brought back to the Upload File to Student List screen.
The “Click to upload file” button will now be blue and may be clicked to proceed to the next
step.

7. When you select “Click to upload file” the button will turn into a drop down list showing
the column headers of your CSV file. Choose the column header that contains the student ID
numbers. Navigator only works with student ID numbers.

8. Click save when done. If all steps were followed, you will see a success message along with
hyperlinks to take you to the new list or to the page showing all of your Student Lists.
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	Overview
	Feature Overview

	Success Markers are a course or group of courses keyed to student success within the major or college/school, selected by your institution and configured in the platform. They allow staff and faculty to monitor successful completion of these important...
	Success marker courses tend to be first- or second-year courses and are typically required courses in that major. In addition, a cumulative GPA threshold can also be set as a success marker. Please note – success markers are not intended to replace de...
	Success markers can be categorized as Missing, Completed, or Upcoming. You can also view more detail about the success marker courses and the student attempts.
	Access the student’s success marker status from the Success Progress tab in the Student’s Profile.
	Clicking the success marker course name provides more detail on your institution’s courses included in that success marker. See the image below. The grade and credit timing for each success marker is listed below the success marker name.
	Clicking “Attempt” (in the Outcome column to the right) provides more detail on registration or grades for that specific student. See the image below.
	Click each radio button for Missing (chosen by default), Completed, and Upcoming to view those success markers and see more details.
	Be Aware: Data on the overview page only displays data from completed terms. If the student is starting their first semester with incoming transfer or Advanced Placement credits, these will not display in Total Credit Earned until the term is complete...
	Missing Success Markers
	Success markers will display with the status of “missing” for two possible reasons:
	1) Missing, Needs Attention: The student completed the course(s) and received a grade below the recommended grade threshold. In this scenario, the course will display with the status of “missing” until the student repeats the course and receives a hig...
	2) Missing, Did Not Register: The student has not registered for the course(s) in the recommended credit range. This applies only once the top of the credit range threshold is reached for the student. For example, if the credit range is 30-60, the “mi...
	If you no longer want courses to display as “missing”, you can disable the notifications. This may apply to courses that are already met with equivalent transfer courses, for example, that are not accurate on the student’s profile.
	Completed Success Markers
	Success markers will display as “completed” if the student has completed the course with a grade at or above the recommended grade threshold. You can view all course attempts by that student by clicking “1 Attempt” in the right column. Please note – e...
	Upcoming Success Markers
	Success markers will display as “upcoming” for three possible reasons –
	1) The student is currently enrolled in the course(s) and has not yet received a grade. Once the student completes the course, the success marker will move to either the “completed” or “missing” based on whether their final grade meets the recommended...
	3) The student’s total earned credits does not fall within the recommended credit timing for that success marker. For example, the student has earned 30 total credits. The success marker recommends completion of the course(s) between 60 and 75 credits...
	Using Success Markers in Advanced Search
	After the success marker is chosen, you can filter by “Upcoming”, “Missed”, or “Completed”. Please note that the exact timing of your final and midterm grades depends on when they are entered by faculty in your student information system. Please allow...
	Example A: Registration - Students who are registered for the next semester but have not enrolled in an upcoming key (Success Marker) course.
	Under Enrollment History, choose the upcoming semester:
	Under Course Data, set the From Term and the To Term to this same upcoming semester, and select the course. Under Status, choose “Not Registered”:
	Under Success Markers, choose the same course as a success marker, and select the status as “Upcoming”. (With  “Not Registered” status on the Course Data section, we will not see students that are currently enrolled (Reason 1 above).
	The “upcoming” status filter will include students who are before the lower limit of the credit range for that success marker in the search. Consider adding a minimum earned credits to your search if appropriate.
	Example B: Registration - Students who are NOT registered for the next semester and have not enrolled in an upcoming key (Success Marker) course.
	Place the upcoming semester in the third option under Enrollment History (In None of these) for Enrollment term.
	Choose the success marker and “upcoming” (see the reasons for the status upcoming, above).
	The “upcoming” status filter will include students who are before the lower limit of the credit range for that success marker in the search. Consider adding a minimum earned credits to your search if appropriate.
	Example C – Students who took a success marker course and did not achieve the grade threshold
	Select the success marker course, the status “Missed,” and “Needs Attention” under Missed Success Marker Reason to find the students who did not receive the grade threshold required on the Success Marker.
	Remember when conducting a search to find students who did not achieve the grade threshold for a course that grades for a term only become available the day after they are assigned in your Student Information System, so time your search accordingly. I...
	Be Aware:  Minimum grade thresholds were often set based on the grade needed to predict reasonable success in the major.  As a result, the minimum grade threshold may be higher than required for graduation such as a threshold of C but a D is allowed f...
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