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Log into Navigate at https://uwsp.campus.eab.com/

Click on the “Advanced Search” icon.
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Copy all of the student IDs of your new advisees from the list provided to you by your department.

Paste all of the IDs into an Advanced Search in Navigate and click search.
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Click the Select All check box at the top of your generated list, then choose “Send a Message to Student” from
the Actions drop-down menu.
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Fill in the “Subject line” text box.

Then, insert a merge field for the recipients first name at the top of the message box. This will personalize
each of the emails that is sent. Click on the three vertical dots menu, select merge tags and then, recipient first
name.
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Draft the text of your email as you normally would and click “Send Message.” This will send a personalized
email to each of the students on your list.



