Navigate The ChOiCE

Uploading Watch List is Cleal'.

How to upload list(s) to the watch list. *Note: Create excel list, name and save as .CSV file.

Steps | Descriptions
1. Click: List and Searches

r University of
Staff Home »- Houston Clear Lake

Students | Upcoming Appointments | My Availability Quick Links

My Assigned Students for Fall 2018 ~ Take me to..

Schedule a General Event
Actions =

School Information

mPFOWRELD

mPE STUDENT NAME - D WATCH LIST & CUMULATIVE GPA ¢ PREDICTED RISK LEVEL -
Download Center for Reports
(] 1
Campaigns...
B0 2 Appointment Campaigns
(] 3
[ Upcoming Appointments
O s You have no upcoming appointments.
(] 6
(] 7
o =

Next 365 total results

v
u
~
w
IS

@NAVIGATE Spring 2019 Y .QO -

=)

New watch List

o NAME # OF STUDENTS

New saved search

a NAME

O Spring 2019
o Fall 18 Caseload Not Reg Spr 2019

Legal Disclaimer | Terms of Uss | Download Acrobat Readsr ‘Additionsl Modes v
@ EAB 22013 e, a1 migis Reservec




Navigate The ChOiCE

Uploading Watch List is Cleal'.

Click: Crtte name of watch list & click Save Watch List (Use same name as .csv file or similar name.)
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Click: Box next to Watch List then
Click: Actions drop-down box to Rename, Delete or Upload Watch List
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Click: Drop-down box and choose list to add students
Click: Confirm
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Click: Browse to select .csv file & click upload the file.
When you click on browse, locate file, select file and click on open.
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Navigate The ChOiCE

Uploading Watch List is Cleal'.

7. Click: Drop-down arrow and choose column to import.
Click: Save
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8. See message box to determine if your upload is complete.
Click: View my Watch\Lists
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Upload File to Watch List

Success! The students have been added to 551 Eligible Students List
Important: There may be a delay before all students appear in the list.
iew my Watch Lists
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9. *See # of students to determine if your list is uploaded.
From heri you can click on link and view your student list.
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