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STEP 1:  Log into myNOVA and click on Navigate Staff. 

STEP 2:  Select one of your assigned students or use Quick Search – the 

small magnifying glass in the top right corner to quickly search for a 

student by name, EMPLID number or NVCC email address. 

STEP 3:  On student’s homepage, click on the Academic Plan tab on top 

of student profile. 

STEP 4:  This will take you to an exact replica of what the student sees 

on their Planner tab.  You will be able to see if:   

a. the student has planned out some and/or all of the Terms at 

NOVA in Navigate or      

      b. the student has not planned any terms in Navigate. 

STEP 5:  Once you look at the plan: 

a. If there are no changes you want to make to the student’s plan, 

click the “Plan Looks Good” button at the top right. 

b. If you want to make edits to the plan or suggest a plan, click the 

“Add Comments or Suggestions” button on the top right. The 

banner color will change from blue to green showing you are in 

the “Editing Mode”. 

c. To edit, there are a couple of actions you can take: 

1. To remove courses from a specific term, you can drag the 

classes off the term back onto the plan, or you can click the 

three (3) horizontal lines next to the course and select 

“Remove from Term”. 



2. To add courses to a specific term, you can drag the classes into 

a specific term, or you can click the three (3) horizontal lines 

next to the course and select “Add Course to Term” and then 

select the term you’d like to plan it in. 

3. You can also choose to “Lock Course” from Course Details – 

the three (3) horizontal lines - so student cannot move the 

course from the term. 

STEP 6:  Once you are finished making suggestions to the student’s 

plan, please press the “Send Suggestions” button and insert any notes 

you’d like to inform the student of about the changes you’ve made to 

the their plan. Please note: These comments will be a part of the 

student’s record. 

               The comments will be sent to the student for them to see on 

the Navigate Student side when they open up the Planner. They will 

also be captured in the Feedback History where they cannot be deleted.   

STEP 7:  Advisors can also click the “Compare with Student Plan” 

button to see what their changes will look like to the student. Classes 

that were removed will be crossed out in red, while classes that were 

added will be bolded and green. 

STEP 8:  Students will log into Navigate Student and go to the Planner 

page. Once there, they will receive a notification that they have 

received feedback from their advisor with the comment that the 

advisor sent.  

STEP 9:  Student can take one of three actions: 

a. Accept All changes (green button) or 

b. Accept the changes by term (on the right of term designation) or 

c. Accept or decline courses individually by change that the advisor 

suggested. 


