
How to Perform an Advanced Search (used to create watch lists & groups of 

students) 

1. Once logged into EAB Navigate, 

from the Staff or Professor 

Homepage, locate and select the 

magnifying glass icon on the left-

hand side of the page. Once on 

the Advanced Search page, this 

page allows you to search for a 

single student or groups of 

students that share certain 

characteristics.   
2. To search for a single student, 

you can type the student’s name 
in the search box at the top of 

the list.   
3. To search for a group of 

students, first determine what 

characteristics you’re interested 
in looking for.  The 

characteristics you can search for are divided up into search criteria.  Following is a list 

of the criteria located in each heading.  You can expand each heading by clicking on the 

triangle on the right-hand side of each heading. 

a. Tip: If you have a list of student ID numbers, you can copy and paste them into 

the search and retrieve an exact list of students.  

Student Information 

 First Name: All students that have a specific first name 

 Last Name: All students that have a specific last name 

 From/To Last Name: All students that have a last name that falls in an 

alphabetical range.  You can type single letters (i.e., From: B and To: L) to create 

a range as well as typing in specific last names in each box (i.e., From: Basil and 

To: Lawrence). 

 Student ID: Search for a student based on his or her ID number.  You can also 

insert a partial set of numbers (i.e., 741) to generate a list of students that have 

an ID beginning with that set of numbers.  It will not search for the strand of ID 

numbers anywhere except the beginning of the ID numbers. 

 Gender: Allows you to search for students of a specific gender.  By setting this 

option to “All”, students that identify as non-binary will be searchable. 



 Race: Allows you to search for students based on their race. 

 Watch List (In Any of These): Allows you to identify if students that you’re 
searching for are already located in any of your saved watch lists. 

 Transfer Students: Allows you to identify if you want to include Transfer 

Students in your search, or to search for only Transfer Students. 

 Email(s): Allows you to search for students based on their email address 

 Category: There are several pre-defined categories that students can fall in.  

Specific athletic teams, AOE, applied for graduation, cohort based on year and if 

students were either transfer or first-year students when entering the school, 

math placement score, veterans and several others.  You may choose from 

several categories at a time if you choose.  By clicking the plus sign on the right 

side of the Category box will allow you to toggle two additional boxes.  The 

original box (which will appear on the left-hand side of the row) will allow you to 

search for students who could appear in any category you select.  The second 

box will allow you to search for students who appear in all the categories you 

select.  The third box will allow you to search for students who appear in none of 

the categories you select. 

 Tags: There may eventually be specific tags that are applied to groups of 

students like categories.  However, at this time, there are no tags that you can 

search for. 

Enrollment Terms 

This allows you to search for students that are enrolled in specific terms (i.e., Spring 

2020).  You may select several terms to search from or use the plus button as in the 

Category section from Student Information to select all terms that a student might have 

been enrolled in, or students that were not enrolled in any of the terms you selected. 

Area of Study 

 College/School: You can search for students in any of the four schools (Arts & 

Humanities, Education, Business & Accounting, and Math & Science).  You may 

select multiple schools to search from. 

 Major: You can select a set of majors to search for students in.  You can also 

select in the box below it to search for students who have all of selected majors, 

and the next box students that do not have any of the selected majors. 

 Concentration: You can select a set of concentrations that students may have to 

search from.  You choose as many concentrations as you like, and the results will 

show all selected concentrations. 

 Degree: You can select the types of degrees students could receive as a search 

criterion.  For example, you can choose to search for all students in a BA or BS 

program.  Students in an accelerated or combined degree will only populate the 



search if you select the accelerated or combined degree (i.e., if a student is in a 

combined BS/MS degree, they will not populate the search if you only select BS). 

Term Data 

 Term: Allows you to set the term that you want to search for data from. 

 Min./Max Credit Hours: Allows you to search for students in the specific term 

that registered for a range of credit hours.  Leaving these two lines blank will 

show all students registered for the term regardless of the students being 

registered as either full-time, part-time or overtime. 

 Min/Max Term GPA: Allows you to search for students in the specific term that 

fell within a specific GPA range.  Remember, this is only for the term you are 

specifying, not the students’ overall GPA.  Leaving these lines blank will return a 
search with all students registered in the specified term. 

 Enrolled with Professor: Allows you to search for students that had a specific 

professor in the specific term. 

 Section Tagged With: Allows you to search for students with a specific course 

designation in the given term.  Tags are not yet defined. 

 Classification: Allows you to set the search for all students of a specified class 

designation (first-year, sophomore, etc.) during the given term.  The first box 

allows you to set the search for students of any class designation that you would 

like, while the next box allows you to set the search for students that are not in 

the given class designations. 

Performance Data 

 Min/Max Cumulative GPA: Allows you to set GPA ranges for students’ overall 
performance.  This is not term performance and includes any courses that were 

not taken at St Rose. 

 Min/Max Institutional GPA: Allows you to set GPA ranges for students’ overall 
performance.  This is not term performance and includes only courses taken at St 

Rose.  Cumulative and Institutional GPA will be the same as only credits transfer, 

not grades. 

 Min/Max High School GPA: Allows you to set GPA ranges for students’ high 
school performance.  All GPA ranges are based on the 0-4.00 GPA scale. 

 Min/Max Credits Earned: Allows you to set credit hour ranges for the earned 

number of credits for students at The College of Saint Rose. 

 Min/Max Hours Attempted: Allows you to set credit hour ranges for the 

attempted number of credits for students at The College of Saint Rose. 

 Min/Max Credit Completion %: Allows you to set credit hour ranges for the 

percent of earned number of credits (compared to the attempted number of 

credits) for students at The College of Saint Rose. 



Course Data 

 From/To Term: Set the term limits to a range to search for specific courses. 

 Course: This will be a populated drop-down list that contains all courses offered 

between the two specified terms.   

 By clicking the plus sign, you can add additional courses within any range of 

terms. 

Assigned To 

 Student has relationship with: Allows you to select the type of role you want to 

search for.  For example, you can search for students that share an advisor or 

coach. 

 Staff: Allows you to specify the specific person you want to search for, either 

faculty advisor or coach. 

 The black plus sign allows you to search for additional relationships. 

 Success Markers: The success markers have not been activated yet, but when 

they are, you will be able to select several success markers to determine 

students that have achieved the chosen markers.  These choices will be 

permission-based. 

 Min/Max # of Missed Success Markers: Allows you to search for students that 

have not achieved a range of success markers.  These choices will be permission-

based. 

Once you have selected all the search criteria you would like to have, click the blue 

search icon at the bottom of the page.  If you choose to, you can select either of the 

check boxes next to the blue search button to limit search results to only your assigned 

students, or to include inactive students in your search results. 

By clicking the link that says “Modify Search” you can change the search criteria that you 
initially set up. 



In the left-hand side of the 

search items are check boxes.  If 

you want specific students, you 

can select those boxes to work 

with only those students.  If you 

want to work with all students in 

the list, click the checkbox next 

to the word “All” in the headings 
of the search results. 

In the top left-hand corner is a menu that says “Actions” with a down arrow next to it.  
By clicking that button, additional actions appear. 

The drop-down menu will allow you to perform specific tasks with the selected 

students.  These include: 

 Send Message 

 Create Appointment Summary 

 Appointment Campaign 

 Schedule Appointment 

 Note 

 Issue Alert 

 Watch  

o This allows you to create a watch list of each of the selected students.  A 

watch list is a static list of students that is now continuously trackable by 

the user.  Once you’ve selected “Watch”, select either a previously 
created watch list or “Create new list…”.  If you create a new list, choose 
a name that will help you remember this list in the future and then click 



save.  Now, you’ll be able to look at a specific group of students and 
monitor their progress as they may need to undergo an intervention in a 

way that simplifies the search process.  Watch lists can be accessed from 

the button on the left side of the screen below the Advanced Search icon, 

or from the home screen.) 

 Export Results  

o Allows you to export the search list as a CSV file, and then use 

Microsoft Excel to further analyze the data gained. 

 Show/Hide Columns 

o Allows you to show or hide columns in the search criteria. 

 


