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Student Profile Key Features 
 

 
 

Please note, access to some features may be determined by a user’s permission level. 
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Adding a Note 
 

To record notes on a student meeting or interaction, go to the student’s profile page using the “Quick 
Search” bar.   
 

 
 
Once on the student’s profile page, select “Add a Note on this Student”, which can be found on the 
right-hand side of the student page. 
 

  
Record any details you’d like to keep track of. You have the option of selecting a “Note Reason” (which 
can be pulled in reports using the Advance Search tool later) or you can leave the note reason blank.  
 
By default, students will not be able to see notes. If you want a student to be able to see their note on 
the meeting, please select the student’s name under “Visibility”. Attachments can also be included in 
notes.  
 
Once the note is completed, click “Save Note”. To reference your note later, go to the student’s profile 
page and click on the “History” tab. You’ll see all notes published on a student here.  
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The “Do’s” and “Don’ts” for Creating Notes 
 

The Passport “Add A Note” feature promotes effective communication between the various 
departments that help our students. Notes can support with holistic advising and help in situations 
where information provided was misunderstood by the student. Notes serve as documented records 
and are included in the students’ electronic file, so it’s important to follow the below guidelines when 
creating a student note.    
 
Guidelines:  

• Record only the facts. Don’t include anything that contains information that is personal, 
confidential, financial, American Disabilities Act (ADA), and/or other sensitive material. 

• Be concise. Notes should summarize your meeting and allow other advisors to quickly get an 
idea of what topics were discussed. 

• If you are unsure if you should include specific information, consult w/ your supervisor or 
department chair.  You can always add another note, but you cannot remove a note that was 
already submitted.   

• Be informed of the Family Educational Rights and Privacy Act (FERPA) guidelines and updates. 
 

The categories below contain examples of academic related notes versus notes that contain too much 
personal/sensitive information.  
 

Correct Incorrect 

Student dropped Course XXXX and plans to take it 
over the summer. Referred student to course 
equivalency form. 

Student dropped Course XXXX because they 
don’t want to wake up early. Student will take 
the course over the summer. 

Student called to confirm that they signed up for 
the appropriate course. Explained how to navigate 
to academic requirements report.  Reminded 
student to file for graduation by the appropriate 
deadline and referred them to check w/ major and 
minor departments. 

Student heard rumors around campus that the 
course that they are signed up for does not 
fulfill academic requirements. Reviewed course 
with student and confirmed the course will 
fulfill degree requirements. 

Student wanted to know more about the GWE.  
Discussed test dates and prerequisites. Referred 
to SEAS webpage for test taking tips. 

GWE 

Discussed Early Alert and academic progress with 
the student. Referred student to multiple 
resources. 

Student came in to discuss early alert and 
multiple classes they are failing. Student 
indicated they have XXXX disability and they 
were connected to DSO. 

Discussed smart plan with student during their 
advising appointment and confirmed targeted 
graduation date. 

Student was late to advising appointment and 
did not come prepared as instructed. Discussed 
smart plan. 

Met with student to discuss numerous absences. 
Discussed resources available on campus and 
referred student to tutoring and University 
Advising. 

Student misses class all the time and when in 
class plays on their phone.  Met with student 
and referred them to resources. 
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Issuing an Alert 
 
Staff or faculty can issue an alert on a student at any time. Alerts notify a department of a student who 
might need additional support for a variety of reasons. Below are some examples of reasons staff or 
faculty may issue an alert for a student and the department that receives the alert: 
 

• Academic and Resources Support (University Advisors) 
• Attendance Concern (University Advisors) 
• Basic Needs (Student Engagement) 
• Financial Aid (Financial Aid) 
• Social or Engagement Concern (Care Team – confidential and cannot be seen by any other 

dept.) 
• Tutoring Support (Tutoring Coordinator) 

 
To issue an alert, first search for the student you’d like to issue the alert for using the “Quick Search” bar 
at the top of the page.  
 

 
 
Once on the student’s profile page, select the blue “Issue an Alert” link under the right side menu.  

 
Select the reason/department for the alert from the pre-populated list. You can specify a course if the 
alert pertains to a specific class (i.e. tutoring support – EGL 300). Finally, include any details that will be 
helpful for the assigned department to know when they reach out to the student under “Additional 
Comments”. 
 
REMEMBER! All information saved in The Passport is part of the student’s official electronic file and can 
be pulled at any time for audit purposes.  
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Once you have completed the alert, click “Submit” and the alert will be sent to the assigned department 
for follow-up via email.  
 
Alert Outcomes 
Once the department responsible for the alert has reached out and given the resources needed, they 
will “close” the alert, or “case”. There are four case outcome reasons: 
 

 
Once the alert has been “closed”, the issuer of the alert (probably you) will receive an email notification. 
You can review any notes on the case under the History tab on the student’s profile page. 
 
Issuing Multiple Student Alerts 
The Passport also lets users issue mass alerts for up to 100 students at a time. The alerts will generate 
one alert per student. This feature is available under Staff Home (My Assigned Students), Professor 
Home, Advanced Search, and other drop-down menus where you are able to issue a single alert from 
the Actions menu. 
 

 

 
 
If multiple students are selected, the pop-up window will be similar to the one for issuing a single 
alert. There are two main differences:  first, you will see "Issuing Alert for X Students" with a link to show 
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a list of all the students. Second, there is no option for course selection when issuing an alert for 
multiple students.  
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Staff Home vs. Professor Home 
 
Professors can toggle between Staff Home and Professor Home using the dropdown arrow to access 
different features.  
 

 
 
The Staff Home page includes:  

• Students (a list of your “assigned students” or advisees) 
• Upcoming Appointments (includes previous and upcoming appointments) 
• My Availability (see Setting Up My Availability for more info!) 
• Appointment Queues (if your building is using a kiosk check-in system) 
• Appointment Requests (if students request an appointment outside of your availability) 

Each of these tabs include additional “Actions” or quick links, and contain high-level information.  
 

 
 
The Professor Home page includes Class Listing (a list of your classes), Students In My Classes, My 
Assigned Students (your advisees if you are a faculty advisor), and My Issued Alerts, which is a record of 
alerts you’ve issued to other departments (see “Issuing an Alert” for instructions on how to use alerts!).  
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Setting up My Availability for Appointments and Office Hours 
 
To allow students to schedule appointments with you and/or view your drop-in (office) hours, follow the 
below instructions to set up/edit your availability in “The Passport”!  
 
Go to the “My Availability” tab on your Staff Home page. 

 
 

Click on the “Actions” dropdown menu and select “Add Time” to set up times you are available. To edit a 
current availabillity, select the blue “Edit” link. Be sure to update your availability each semester!    
 

 
 
The “Availability” window will open, and you can set your availability:  
 

• Select the Days and Times when you are available to meet with students.  
• Select a Duration for your availability: 

o Current semester (students won’t be able to make appts. with you earlier than the first 
day of classes) 

o A range of dates (students won’t be able to make appts. with you earlier than the first 
day specified) 

o Forever (if your availability never changes, and/or you don’t want to update it every 
term) 

• Select if you want this availability added to your PAL (personal availability link). You can put 
your PAL in your email signature, syllabus, or on a website; when students select the link they 
are taken to a scheduling workflow that has this chosen availabilitiy pre-filled. 

• Select whether you will meet with students via Appointments, Drop-ins and/or Campaigns 
during that time (you can make separate availabilities for each, or use the same availability for 
all types of meetings!) 

o Appointments: students can set appointments with you within the days/times of your 
availability 

o Drop-ins: students can view drop- hours and drop by your office or zoom. Be sure to use 
the “Special Instructions” section to let students know how how to “drop-in”.  

o Campaigns: a mass email to send a link to your students to prompt them to make an 
appointment with you, within a certain timeframe. See our “Campaigns” how-to for 
more details.  
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• Choose the Meeting Type you’d like to offer the appointment (virtual, in person, phone). You 
can include all meeting types if you’d like to offer multiple ways to meet!   

• Select your Care Unit (your department). 
• Choose your Location (your department/area of expertise).  
• Select which Services you will provide to students during this availability.  

o Select as many as you want!  
o Leaving this “Services” field empty means you will appear to be available for all services 

at the selected location. 
• Include your URL (Zoom link) / Phone Number to indicate the best way to reach you!  

o URL (Zoom links) / phone numbers will appear in the appointment instructions when the 
student makes the appointment.   

• Under Special Instructions, let students know any final details to be able to reach you for their 
appointment or drop-in hours (i.e. your building and office number, or virtual zoom link) 

o EX: Let’s meet virtually! Please use the zoom link provided to access our virtual meeting. 
Thanks! 

o EX: I am located in the SEAS/Lab Building, first floor, Office 012. See you soon for our in-
person meeting! 

• Update the Max Number of Students per Appointment if needed (1 is the default, but you can 
increase for group meetings).  

• Click the Save button, and you’re done!  
 
You can repeat this process until all of your availabilities have been defined. You can have as many 
availabilities as you want! 
 
Once you have set up your availability, students will have access to make appointments with you, or 
view your drop-in hours.  
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Syncing My Availability to Outlook Calendar 
 
Faculty and Staff using The Passport for student appointments can sync their Outlook (Office 365) 
calendar with The Passport system. This is highly recommended, as it ensures that appointments made 
by students through The Passport don’t conflict with existing Outlook calendar items. Below are 
instructions are for setting up integration between Outlook (Office 365) and The Passport. 
 
First, go to your Staff Home page. You may already see a prompt that requests you sync your Outlook 
(Office 365) calendar to The Passport. If so, click the “Authorize Office 365” button, log in with your Cal 
Maritime credentials, and your calendar will sync!  

 
*Sync’s can take up to 30 minutes, and will run in the background.  
 
If you do not have the above prompt, click on the calendar icon on the left side menu. 

 
 
Once in your Passport calendar, click on the Settings and Sync button on the upper right side. 

 
 
Click “Setup Sync” button, then select “Microsoft Office 365 (Latest Version)” option.  

  
 
A Microsoft sign in page will open, and you’ll be prompted to log into your Cal Maritime email to 
complete the sync setup. 
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Once the sync is completed, your Calendar Settings page will look like the below: 

 
*Sync’s can take up to 30 minutes, and will run in the background.  
 
Sync’d calendars reflect not only your appointments made in The Passport, but also your appointments 
in your Outlook calendar. The Passport will not show the details for appointments made in Outlook 
(Office 365), but will reflect that you are “Busy” during that time.  
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Additional FAQ’s for integrating your calendars: 
• If an appointment was created in Outlook, it can only be edited/cancelled in Outlook, and vice 

versa - if an appointment was created in The Passport by you or a student, it can only be 
edited/cancelled through The Passport.  

• It is recommended to only sync your calendar once, so as not to create duplicate appointments.  

• You can only choose one calendar to sync with The Passport. If you are trying to sync multiple 
calendars, there will be errors and it will not be successful. 

• While your instructor course schedule automatically shows up in your Passport calendar, it is 
unable to show in your Outlook calendar, even if you sync your calendars, as this is a Passport 
only feature. 

• Tentative, busy, and away Outlook appointments all sync as "Busy" on your Passport calendar. 

o If you mark your Outlook calendar with Office hours as “busy” it will block the students 
from making an appointment in the The Passport since The Passport will read your 
Outlook calendar as unavailable.  

o As a best practice, we usually recommend marking any drop-in/office hours on your 
Outlook calendar as “free” (not “busy”). This will allow it to show on Outlook, but will 
not block the time in Passport, and students from making an appointment. 

 
• For any questions or assistance, please email us at advisor@csum.edu.  

 
 

mailto:advisor@csum.edu


 

15 

Using Personal Availability Links (PAL) 
 

Personal Availability Links (PAL) are a personalized link that when clicked, links students to the Passport 
Navigate app to schedule an appointment directly with you! Each “PAL” is unique to the faculty or staff 
member, and your link never changes.   
 
You can include your PAL in an email, email signature, syllabus, Brightspace page or website to allow 
for quick and easy student appointment scheduling!  
 
To use your Personal Availability Link, you will need to have an available time for appointments in your 
“My Availability” first, and you must make sure the “Add this availability to your personal availability 
link” box is checked for an existing availability. (See “Setting up My Availability for Appointments and 
Office Hours” for more info if needed!)  
 

  
 
You can find your PAL under your Staff Home under the “My Availability” tab. 
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Below are some templates you are welcome to use for your PAL: 
 
For email signatures: 
 

Jane Porter 
Assoc. Professor 
To make an appointment with me, click HERE! <- hyperlink your PAL here! 

 
 
For Syllabi and Brightspace pages:  
 

Let’s stay connected this semester! 
Students can contact me via email, phone, or make an appointment with me in The Passport by 
clicking here (<- hyperlink your PAL here!). For email and/or phone communication, you can 
expect me to respond within 48 hours. If you do not hear from me by then, please feel free to 
send me a follow-up email. 
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FERPA: Permission to talk with a Parent, Spouse, or Named Other 
 
The Family Educational Rights and Privacy Act of 1974 (FERPA) and CSU Maritime Academy protects the 
privacy of student educational records and generally limits access to the information contained in those 
records by third parties. FERPA: 

• Starts when a student begins attendance at a post-secondary institution (regardless of age). The 
student holds these rights directly, and parents lose their right of access to their children's 
education records once they are matriculated. 

• Protects student education records (any info directly related to a student, collected by and 
maintained by the university).  

• Ensures students have a right of access to their own education records.  
 
Examples of education records include: 

• Admissions information (HS transcripts, test scores, etc.) 
• Grades, test scores, evaluations, course work and course communications 
• Internship program records 
• Disciplinary records 
• Financial aid records and other financial information 
• Work-study program records (timecards, etc.) 

 
Examples of non-educational records: 

• Alumni records 
• Employment records when employment is not contingent on being a student 

 
Students may choose to grant California State University Maritime Academy permission to disclose 
educational records to certain individuals in accordance with FERPA and University policy.  
Family Educational Rights and Privacy Act (FERPA): 
 
FERPA Permissions: 

• Students may choose to grant permission to disclose educational records to certain individuals 
by completing the “Authorization to Release Information” in their PeopleSoft Student Systems. 

• Students must indicate the “type” of information permitted to share:   
o Academic Records (i.e. verbal confirmation of grades, GPA, academic status) 
o Student Financial Services (i.e. fee balance) 
o Financial Aid 
o Admissions 
o All Departments 
o Housing 

• To verify which individuals are authorized access to a specific student’s information, you will 
need to confirm that they are listed on the student’s authorization to release Peoplesoft page.  

• The named individual the student has given permission to MUST confirm their four-digit PIN 
(listed in PeopleSoft) before you can release any information regarding a specific student.  

• As academic faculty, it is expected that you will only be speaking, when permission is granted, 
regarding academic matters. Please ask the individual you speak with to confirm their pin. This 
ensures you are speaking with the right person. Please contact your department chair, academic 
dean, or the Office of the Registrar if you should have any questions. 
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Accessing FERPA from The Passport 
 
Viewing FERPA Permissions 
You can view whether a student has given authorization to release information in The Passport. 
 
First search for the individual student in the “Quick Search” bar. 

 
 

Once on the student’s profile, scroll down to the “Links” section (on the right side) and click on the 
FERPA Permissions link.  

 
 
The FERPA Permissions link will connect you to the PeopleSoft Student Systems “Authorization to 
Release Information” page. If you do not have access to this page, please reach out to your Department 
Chair/Supervisor to see if you should have access to this page. Below is the file path to access the FERPA 
page in PeopleSoft: 
 

 
 
If there is no one listed under “Authorized Records to be Released to” then the student has not given 
permission for anyone to access their records and no information can be given. 
 

 

https://thepassport.campus.eab.com/


 

19 

If the student has given permission for others to access their information, the “Authorized Records to be 
Released to” section will be completed and will detail what type of information is allowed to be 
released.  
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General Appointment Campaigns 
 
In this document, the following topics will be covered: 

a. Setting Up and Sending a Campaign 
b. Resending a Campaign to Non-Responders 
c. Appointment Summaries 

 
Remember:  

• Be sure to set up your availability, specifically for “Campaigns”, in your “My Availability” tab on 
your Staff Home page. 

• Don’t forget to sync your Outlook or Google calendar with your Passport calendar so 
appointments do not conflict between the two systems. 

 
Setting Up and Sending a Campaign: 

• Save or upload your list of students you’d like to reach out to (make sure uploads include 
student ID and are in .CSV format).  

• From your Home page, select the “My Assigned Students For Fall 2018” dropdown, then under 
“Watch Lists” select your list of students for your campaign you either saved or uploaded (i.e. 
Krystal’s Early Alert Pull #1).  
 

 
 

• Once you are in your saved list, select the “All” box to choose all of your students, then choose 
the “Actions” dropdown and select “Appointment Campaign.” 
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• You will then define your Campaign requirements/details – location, duration, appointment 

length, etc.  
• IMPORTANT! : Be sure to name your campaign with our campus campaign naming convention: 

o Term + Name of Your Campaign + Your Last Name:  
 EX: 2193 Early Alert Pull #1 Loera 
 EX: S19 Probation 1st Meeting Loera 

 
 

• Be sure to select yourself as the advisor for the campaign. If you do not see yourself as an 
available advisor, then you have not set up your availability for campaigns and need to do so in 
your “My Availability” tab. 

 
 

• You can then compose your email message that will go out to all students on your list.  
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o IMPORTANT! : Be sure to leave the {$student_first_name} and {$schedule_link} so that 
it’s personalized and it sends the schedule an appt. link to the student.  

• Scroll to the bottom to review your final message and send!  

 

 
 

Resending a Campaign to Non-Responders 
 
Best Practice: After sending out your campaign, it is recommended to resend out appointment requests 
to non-responders. To do this, click on the campaign icon and select the Appointment Campaigns tab to 
view your active campaigns. Once in the campaign, select the Appointments Not Yet Made tab and 
resend your campaign. 
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Appointment Summaries 
Once your campaign has been sent out and students begin attending their appointments, it will be 
important to fill out appointment summaries to track attendance and keep record of what topics were 
discussed during your student meetings (Please see Do’s and Don’ts for Creating Notes).  
 
On the Staff Home Page, under the Reporting section, select your recent student appointment to fill out 
an appointment summary, or if the student did not show, you can also mark no-show. 
 

 
 
Tip: If a student on the campaign shows up without an appointment, you can fulfill their appointment by 
filling out an appointment summary on the student’s profile page and linking it to the campaign. 

 
 
Appointment Details will already be filled out. Just enter notes in the appointment summary. 
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Academic Advising Campaigns 
 
In this document, the following topics will be covered: 

d. Setting Up and Sending a Campaign 
e. Resending a Campaign to Non-Responders 
f. Appointment Summaries 

 
Remember:  

• Be sure to set up your availability, specifically for “Campaigns”, in your “My Availability” tab on 
your Staff Home page. 

• Don’t forget to sync your Outlook or Google calendar with your Passport calendar so 
appointments do not conflict between the two systems. 

 
Setting Up and Sending a Campaign 

• On your Staff Home page, you will see your advisees listed under “My Assigned Students for 
[Current Term].” From there, select all of your students by checking the “ALL” box, then click on 
the “Actions” dropdown, and select “Appointment Campaign.”  

• Please note – if you are not seeing the Appointment Campaign option under actions, then you 
have not set up your availability to include Campaigns. Go to your “My Availability” tab and add 
availability for Campaigns, then this option will show.   
 

 
• You will then define your Campaign requirements, identifying your office location, the dates 

you’d like the students to come see you, appointment time length, etc.  
• IMPORTANT! : Be sure to name your campaign with our campus campaign naming convention: 

o Term + Name of Your Campaign + Your Last Name:  
 EX: 2203 Advising Meeting Loera 
 EX: S20 Advising Campaign Hansen 
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• On the “Review Students” page, you can review all of the students you are sending your 
Appointment Campaign to, or remove any students if needed.  

 
• On the “Add Staff” page, be sure to select yourself as the advisor for the campaign. If you do not 

see yourself as an available advisor, then you have not set up your availability for campaigns and 
need to do so in your “My Availability” tab on your Staff Home page. 

 
 

• You can then compose your email message that will go out to all students on your list.  
o IMPORTANT! : Be sure to leave the {$student_first_name} and {$schedule_link} so that 

your message is personalized and it sends the appointment link to the student.  
• Scroll to the bottom to review your final message, click continue and send!  
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• You can review your Appointment Campaign at any time to see who has or has not made an 

appointment to see you. Click on the Campaign Icon on your left menu, select the 
“Appointment Campaigns” tab, then select your Appointment Campaign. 
 

 
 

• You can also resend your Appointment Campaign to any students who have not yet made an 
appointment with you, to remind them to do so. Click on the “Appointments Not Yet Made” 
tab, select all students, the select “Resend Appointment Request”.  
 

 
 
 
Resending a Campaign to Non-Responders 
 
Best Practice: After sending out your campaign, it is recommended to resend out appointment requests 
to non-responders. To do this, click on the campaign icon and select the Appointment Campaigns tab to 
view your active campaigns. Once in the campaign, select the Appointments Not Yet Made tab and 
resend your campaign. 
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Appointment Summaries 
Once your campaign has been sent out and students begin attending their appointments, it will be 
important to fill out appointment summaries to track attendance and keep record of what topics were 
discussed during your student meetings (Please see Do’s and Don’ts for Creating Notes).  
 
On the Staff Home Page, under the Reporting section, select your recent student appointment to fill out 
an appointment summary, or if the student did not show, you can also mark no-show. 
 

 
 
Tip: If a student on the campaign shows up without an appointment, you can fulfill their appointment by 
filling out an appointment summary on the student’s profile page and linking it to the campaign. 

 
 
Appointment Details will already be filled out. Just enter notes in the appointment summary. 
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Advanced Search 
 

The Advanced Search, as shown below, gives users a chance to search for a wide variety of options such 
as students in a major, earned number of units, cumulative GPA, catalog year and many more. Once you 
have entered your search criteria, click the Search button. 

 
 
Once you complete a search, you can select the students from your search and choose from the 
following actions:  
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Some popular options are: 

• Send a Message- You can send a message that will directly email all students on the list. 
• Watch- Saves your advanced search list to Passport for easy access in the future. 
• Export Results- Download your list to Excel sheet. 
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Upload Student Lists 
 
If you have a specific list of students you would like to either have saved under your Staff Home page, or 
would like to send a mass message or invite to make an appointment with you, The Passport allows 
users to upload Excel lists into the platform to create “Student Lists”. Below are the steps to upload your 
own list to The Passport.   
 
1. Be sure to save your Excel file as a .CSV file. 
2. Log into The Passport platform. 
3. On the left sidebar, select the “Lists and Saved Items” Icon. 

 
4. In the Actions menu of Student Lists, select “Upload Student List”. 

 
5. Create your New Student List, title your list, then select the file and upload it. 
6. Choose the column that represents Student ID and then finish the import. 

 
7. You will then see your saved list under your Home page – select the “My Assigned Students” 

dropdown and your list will appear under “Student Lists”. 
 

https://thepassport.campus.eab.com/
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Once you’ve uploaded your student list, you can select the students from your list and choose from the 
following actions:  
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