
Travel Letters
Travel Letters allow staff members to manage student absences due to a particular activity. Travel 
Letters help you notify both professors and/or students when a student will miss courses and or 
appointments. 

 You can locate your travel letter campaigns via the Quick Links on your Home Page or by clicking on 
the Campaigns & Events icon on the left sidebar.

Contact navigate360@fhsu.edu to request access if you do not have access to Travel Letters. 

Select the "+ Add New" Button to create a new Travel Letter. 

Please utilize the FHSU Navigate360 naming convention for the "Name of Travel Letter"

Office Name_Semester&Year_Name of Event/Letter _Sender initials.   

I work in the Academic Success Office,  my example travel letter name would be:  
ASO_F26_Transfer Network Event_KC



Sending your Travel Letters  

You will want to select the box marked "Include all registered courses for selected students", then 
you can type the Subject of the Email and the body.   Please utilize or keep the merge tags if you are 
sending the travel letter to multiple instructors for multiple students.    

Selecting Students  

You can assign students to a travel letter in multiple ways.  You can find and select individual 
students names and add to the travel letter campaign.   If you have a category set up from Workday 
in EAB Navigate360, select the box for that category.   If the full football team is not traveling, a Tag 
can be set up in EAB that will pull a select group of students.  

After you have written your travel letter and selected your student(s), select:   

After you have saved your travel letter, you will see a menu with tabs that include: Contents of Letter, 
Students, Professors, Appointments Missed and Absences.  At this time absences are not tracked in 
Navigate360, so you will not need to utilize that tab.    If you are saving your Travel Letters ahead of 
time and sending in the future, it is important to select "refresh known conflicts", before checking 
missed appointments or sending travel letters.  
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On the Professors tab, you will see professors impacted by the dates selected for the travel letter.   
You will need to select the box next to the professor(s) name or the box at the top that selects all.  
Then on the "Actions" menu select send travel letters. 

The email will populate.  Make any additional edits and you can select the button " Send Travel Letter" 

Questions? Email: navigate360@fhsu.edu

For additional information, visit this EAB Navigate360 Help Center article.

Travel Letters

https://helpcenter.eab.com/hc/en-us/search?utf8=%E2%9C%93&query=travel+letters

