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There are two types of searches: Quick Search and Advanced Search. Quick Search refers 
to the search bar at the top of the page; you can search for one student at a time by 
entering either their name, Rutgers ID (RUID), or R4S ID into this bar. Advanced Search is a 
method for searching for multiple students using certain criteria. You can save Advanced 
Searches in one of two ways: as Student Lists or as Saved Searches.  
  

• Student Lists are static lists of students, saved by their Student ID. Even as student 
information changes, the list of students will remain the same. You can use Student 
Lists as a filter in Advanced Search or in Reports to track information about a group 
of students.  

o Example: you have a list of students with an “Undeclared” major in Fall 2023, 
and you want to send a message to those who still are “Undeclared” in 
Spring 2024. Doing an Advanced Search with those filters (choosing that 
Student List and choosing “Undeclared” as the major) will return the 
students you are looking for. 

 
• Saved Searches dynamically regenerate lists of students or users based on the 

search criteria. This feature can be especially helpful if you frequently run the same 
search at different points in the term as it allows you to maintain consistency with 
your search parameters. Each time you run a Saved Search, it will return the set of 
students who currently meet those parameters.  

o Example: if you create a saved search for First Years, the list of students who 
return for that saved search a year later will be different than at the time of its 
creation, as many of the First Years will no longer be in that classification. 
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Advanced Search:  
 

1. You can find Advanced Search on the left navigation bar.  

 
 

2. You can utilize multiple search parameters by clicking on the filter “drawers”: 

 
 
a. Tips for using the “drawers”: 

i. In the “Keywords” bar above the drawers, you are able to enter 
multiple RUIDs or R4S IDs separated by a space and search for 
groups at a time. You can search for up to 600 students at a time.  
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ii. “Student Information” drawer:  
1. You can search for your Saved Lists (refer to section below).  
2. You can search for Categories and Tags. In both of these 

search bars, if you click the “+” button, you are also able to 
search for students in all identified categories/tags or none of 
the categories/tags.  
 

iii. “Enrollment History” drawer:  
1. By checking the “+” sign, you can search for students enrolled 

in any, all, or none of the indicated terms. 
  

iv. “Area of Study” drawer:  
1. The RU-N schools are identified by “NWK:” for the 

undergraduate schools and “NWK: Grad –” for the graduate 
schools.  

 
 

 
 

v. “Term Data” drawer: 
1. If you are searching for only those students that are currently 

actively taking courses, enter “1” in the “Min. Credit Hours” 
search bar.  
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vi. “Assigned To” drawer: 
1. You can search for all students assigned to a particular 

advisor, EOF counselor, etc.  
 

b. Additional filters are: 
i. “My Students Only”: Search only students assigned to you. 

ii. “Include Inactive”: All RU students remain 'active' in R4S/Navigate, so 

you do not have to use this check box. 
 

3. Once you have selected all the parameters you would like to use, click “Search”.  
 

4. This will generate a list of students.  If there are more than 100 students returned, 
you need to click “Select all XXX items” to select the full list. 
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5. Clicking the “Actions” dropdown menu gives you options of what you can do with 
the list.  Be sure you select the names you would like the action to apply to. There 
are different options if you select less or more than 100 students.  
    

 

100 students or fewer 
 

 

101+ students 
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Saved Searches:  
 

1. You can find your Saved Searches on the left navigation bar. 

                  
 

2. You can also find your existing Saved Searches in this part of the Advanced Search:  

 
 

3. There are two ways to save a Saved Search: 
a. “Save” button with a new Advanced Search: 

 
 

b. Under the “Lists & Saved Items” tab on the lefthand side: 
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Student Lists:  
 

1. You can find your Students Lists on the left navigation bar. 

    
 

2. You can also find your existing Student Lists in this part of the Advanced Search:  

 
 

3. There are two ways to save a Student List: 
a. Under the “Lists & Saved Items” tab on the lefthand side: 

 
 

b. Under the “Actions” dropdown menu with an Advanced Search:  
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c. Best practices for naming Student Lists: 

i. Please include your last name or initials in the title. Navigate “super 
users” can see every user’s Student Lists so this helps to differentiate 
List names.  
 

4. Another way to create a Student List is to upload a list from Excel:  
a. Click on the “Lists & Saved Items” tab; click the “Actions” dropdown arrows 

and select “Upload Student List”.  

 
 

b. Select the list you want to add the students to. It can be an existing list or a 
new one. Click “Confirm”. Choose a file to upload. It must be a .csv file. 
Select “Click to upload the file”. Use the pull-down list to select a column 
from the data for the Student ID.  Click “Save”. 

 
 

c. Once you confirm the information it will complete the upload and allow you 
to click on the list. If you do not need the list right now you can always find it 
again in the “Lists & Saved Items” tab. 


