
Appointment Campaign Best Practices
Appointment Campaigns are great for target outreach to a known cohort 
of students to prompt scheduling appointments for a specific reason. 
Learn how to launch an Appointment Campaign and learn about other 
features in CU Navigate in Tiger Training.

Creating Availability
When creating a campaign, availability must be created first. Campaigns are not limited by 
location settings. Here are some key best practices and recommendations when creating 
availability:

• Time and date ranges should be long enough to ensure enough openings for 
students to schedule.

• Designate the availability for campaigns only. 
• If creating availability for virtual appointments, create a Zoom or Teams link 

exclusive to your appointments.
• Special instructions for the Student section:

• Special instructions only appear in the appointment confirmation and 
reminder emails. Include any specific requirements or rules for the meeting.

https://clemson.bridgeapp.com/learner/courses/fc2347ef/enroll


Creating an Appointment Campaign
Appointment campaign configurations allow for more options and flexibility than standard 
appointment availability. Here are some key best practices and recommendations when 
creating an appointment campaign:

• Utilize the “Instructions or Notes for Landing Page” with contact information.
• Set the appointment limit to 1 so students do not receive additional messaging after 

they have scheduled/attended an appointment.
• Do not allow scheduling over courses.
• Turn off Staff Reminders to lower the number of notifications received.
• Set the Launch Date to the day the campaign set-up will be completed.



Creating Appointment Campaign Messaging
Appointment campaign messaging configurations can be set for Welcome Messages, 
Nudges, and Success Messages. Appointment campaigns require Welcome Messages be 
created. Here are some key best practices and recommendations when creating appointment 
campaign messages.

Welcome Messages - Required
Welcome messages ask the recipient to complete an action (schedule an appointment). 
Recipients are more likely to act if the message is:

• Short and concise
• Use terms the recipient has received in previous messaging
• The scheduling link is viewable and not buried under information
• Does not include jargon
• Lets the recipient know what will happen after they schedule the appointment 

(appointment confirmation, follow-up information about the appointment)



Nudges - Optional
Nudges remind the recipient they have not completed the requested action. Nudges can be 
sent as emails or texts. Recipients are more likely to respond if the following is done:

• Include a time-sensitive subject (ex: “Deadline Approaching”)
• Include a due date in the message
• Use terms the recipient has received in previous messaging
• The scheduling link is viewable and not buried under information.
• Use text messaging as the deadline approaches



Success Message – Optional (Recommended)
Success Messages are sent to the recipient after they have completed the requested action 
(schedule appointment). Recipients will receive both the success message and appointment 
confirmation after the appointment is made. The success message is the best place to 
include the following:

• Reminder to keep this email
• What will be discussed in the meeting
• Actions required before the appointment (completed advising worksheet, placement 

tests, sending in test scores and other institutions credits, what to prepare)
• Reference back to where information can be found (admissions portal, virtual 

orientation, websites)
• Technology requirements (Zoom/Teams, VPN/CUApps)
• Late or no-show policies and cancellations
• Contact information
• Attached documents (what they are and if they need action)



CU Navigate Messaging Tools
CU Navigate has two features to assist with student communications: Content Templates 
and Message Content Creator.

Content Templates
Content Templates allow users to create a library of reusable templates that can be saved for 
frequent communications. Templates can be used in any feature with an option to message 
students.

To create a Content Template, click the User Menu > Content Templates. Then click Add 
Template.

To use a Content Template, click Apply Template, select your template, then click Update. 
Messages can be edited after the template is applied.



Message Content Creator
The Message Content Creator is an embedded AI assistant that helps improve message 
content, including tone, length, and clarity. It can be used to create messaging or enhance 
current messaging. This tool is accessible wherever users create messages, such as Send a 
Message, Appointment Campaigns, and Content Templates.

Under any message box, click Enhance with AI, to open the options. Click Enhance.

A box will open that displays the original message (if provided) and the enhanced message. 
There are options to use the message, keep the original message or regenerate it.
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