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Guide to Advising(@Penn

Welcome to Advising@Penn!

Advising@Penn provides access to the information and tools academic advisors need to help
students register for classes and complete their degree or program. Advising@Penn is replacing
Advisor InTouch as part of the implementation of Pennant, the new student information system at
Penn. Visit Advising@Penn at https://advising.at.upenn.edu/.

Need help?

Help is available by going to the Pennant Resources website:

https://srfs.upenn.edu/faculty-staff-resources/pennant/pennant-records/pennant-records-resources-support

There you can:
* Access the full collection of training documents for Pennant.
* Register for Workshops or View a Schedule of Drop-In Office Hours.

*  Open a Support Ticket to let us know about a problem. Someone will follow up to assist you.
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Introducing @Penn

Pennant: From InTouch to @Penn

Pennant introduces new points of access to the system for students and advisors. Path@Penn is replacing
Penn InTouch and Advising@Penn is replacing Advisor InTouch. Here are some changes in the language used in
Pennant that you will see on Advising@Penn and in the tools you will use that are part of Pennant.

InTouch Pennant Definition

Terminology Terminology

Student website which provides access to applications and tools
Penn InTouch Path@Penn to support academic planning, financial aid, registration, and
other important academic and financial processes.

Advisor website which hosts resources and access points to
Advisor InTouch Advising@Penn applications and tools, such as CourselLeaf PATH and Self-Service
Banner Advising.

Students can create multiple carts to experiment with various
scheduling combinations.

Students use this Cart to submit their advance registration
Primary Request Primary Cart request modify their schedule during course selection. Select
upcoming term to view classes requested.

Students use this Cart, which is linked to the Primary Cart, to
submit alternatives to their advance registration request

During the Course Selection period, students can modify their
Add/Drop Add/Drop/Swap schedule by adding, dropping, or swapping courses in their
Primary Cart.

Advisors can view a student’s schedule by selecting the current
View Schedule Primary Cart term and clicking on Primary Cart. Click on the calendar view icon
to see weekly schedule.
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Getting Started

Getting Started

Log in to Advising@Penn by entering https://advising.at.upenn.edu/ into your browser.
%IAdvising@Penn

7

My Advisees CourseLeaf Path

> List your advisees > Course search > Degree audit & advising
> Pennant student lookup > Grades > View academic plan

> Unofficial transcript > View registration

Administration Degree Works

> BP Logix > Help with Pennant \' > Manage exceptions
> Path Forms > Pennant Reports
> XCAT

Ig‘ UNIVERSITY OF PENNSYLVANIA PRIVACY POLICY REPORT ACCESSIBILITY ISSUES AND GET HELP

o User Name: The preferred name of the Advisor will be displayed in the top right hand corner. Click on
the dropdown arrow to the right of your name to view your account information.

Notifications: Click on the bell icon to review notifications, such as alerts and important dates.

My Advisees: Use these links to view a list of your advisees, their contact information and their unofficial
transcript.

Courseleaf Path: Use links to view information about students and assist them with course selection,
registration, and academic planning.

Administration: Use these links to access reports and online forms.

©Q0 6 00

Degree Works: Program directors and administrators use these links to access tools to review and
approve exceptions to degree requirements, view details of a student’s progress toward degree, and
audit students in a program. NOTE: Many advisors do not have access to Degree Works.

Search and Favorite Links: Use search icon in top right to search Advising@Penn. Click on "Add to
Quick Links" star in list to save favorite a particular link.

More Links: Click the menu icon in the top left to finds links to additional information, such as school
advising offices and additional resources for supporting students.


https://advising.at.upenn.edu/
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Supporting Student s

Getting Started in CourselLeaf Path

Courseleaf Path is an application that enables academic advisors and students to collaborate as the
student makes decisions about what courses to take and what academic opportunities to pursue. Advisors
access Courseleaf Path through Advising@Penn and students through Path@Penn.

During the Spring 2022 term, students will register for summer and fall classes using Courseleaf Path.
Students will use Penn InTouch and academic advisors will use Advisor InTouch to determine what degree
requirements have been satisfied and what remains to be completed. This guide focuses on supporting
students registering for classes in the upcoming summer and fall terms.

Click on a link in Advising@Penn to access Courseleaf Path.

EDIT PAGE

nn
Search Classes

Fall 2021 W

Any Instruction Method v

Find ¢
progra

"I Don Overlap Primary Cart

SUGGESTIONS

9 b PRIMARY CART

Select a Cart... v

ADVANCED SEARCH
s T 2 >
Use the search panel on the lefi to find and narrow down classes of interest.
Any Subject v <TE% P e e . w i -
' e AT < ISP T e
Have you Considered?
Any School v

Aty Courss Type ¥ NURS 3060 (Fall 2021)

Any Meeting Time v

o Search Classes
Select the upcoming term and enter any keywords or course names you wish to narrow search
for classes offered for that term.

0 Suggestions
Explore Programs and Degree Audit & Advising will not be fully functioning until June 2022.

Advisor InTouch should be used for academic planning and degree audits while advising
students who are registering for classes in the Summer and Fall 2022 terms.

o Carts

Students use Carts to create mock schedules and make requests during advance registration.
During the Course Selection Period, students use their Primary Cart to add/drop/swap courses
on their schedule. The Alternative Cart is used to add optional courses.

0 Advanced Search
Use the fields here to narrow your search or to exclude classes during certain times.
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Mirroring a Student

Courseleaf Path is designed for collaboration so many of the actions you take as an advisor are
accomplished by “mirroring” or “acting as” the student.
Advisors mirror a student to:
* Assist students in navigating the registration and planning tools in Path. This is particularly useful
during remote advising sessions.
* View information about a student’s Cart and Plan or take actions as the student to collaborate on
course selection and degree planning.

* Take actions such as view and release holds, view and enter advising notes, or view an advising
audit.

Mirroring a student in Path does not allow advisors to submit a registration request or complete

add/drop/swap in the Primary Cart. Only students may take actions such as register for classes or update
their schedule of classes. Students cannot see advising notes.

TU']

Search Classes

Type a Name to Narrow List
wiaty 1esungz
call;z2021 % Sarah Abbe

Benjamin Abbott
§ e E 3 ’ g : > 1 Aylar Abdolahzadeh
Any Instruction Method b 3 . . ¥ { 50 K. = - ‘ N\

= I Y Q Lot 5 8 4 e Hakimah Abdul-Fattah
U - £ 3 :
Find courses available to students in online programs Edward Acosta

[ Don't Overlap Primary Cart Michael Adjei-Poku

I

SEARCH Search all available...

SUGGESTIONS

> EXPLORE PROGRAMS

DEGREE AUDIT & ADVISING

= Welcome to the University of Pennsylvania Class Search

Use the search panel on the left to find and.narrow down classes of interest.

o
5
o
2
d

> PRIMARY CART

Select a Cart... v

Have you Considered? Show All

ADVANCED SEARCH
[0 Exclude Times NURS 3060 (Fall 2021)

Any Subject v

To mirror a student, navigate to CourselLeaf Path and select the arrow next to your name in the upper
right corner. Select a student from the list or type a student’s name or Penn ID into the text box. You know
you are mirroring a student when the name of the student appears in the upper right corner.

To find a student who is not assigned to you as an advisor, scroll to the bottom of the list and click “Search
all Available.” Not all advisors have permission to search for a student who is not assigned to them.
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Supporting Students during Registration

Advance Registration

During Advance Registration, students select their preferred courses by using their Primary Cart
and alternative courses, using the Alternative Cart. Students can submit their course requests at any
time during this period. All course requests are processed at the conclusion of the Advance
Registration period, regardless of when the request was submitted. There is no advantage to
registering early and no guarantee that students will be enrolled in all their requested courses.

See the Advance Registration Quick Reference Guide for details.

Course Selection
During Course Selection, students register for classes or adjust their schedule using their Primary
Cart. Students can add/drop/swap courses at any time during this period.

See the Course Selection Quick Reference Guide for details.

After Course Selection

After the Course Selection Period ends, students are limited in the changes they may make to their
schedule of classes. They may drop classes until the drop deadline. However, there are rules
governing dropping classes for full-time students, students with financial aid, students on academic
probation, athletes, and international students. These students should consult their academic
advisors before dropping a course. Students who wish to change their schedules after an academic
deadline can petition for exception to University Policy using Path Forms.
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()
/

I want to submit my registration request and get my preferred schedule!

MUSE 1500 W

| Academic Planning & Registration

‘se evaluations
y grades

> Add/Drop/Swap classes ** > Declare/Update field of study
> Degree planning and audit ** > Search & Register for classes **
B > Withdraw from a course > XCAT

y unofficial transcript

From Path@Penn, click Search & Register for Classes
under Academic Planning and Registration.

- % i ADVANCED SEARCH
T e Exclude Times
MUSC 1500 World Musics and Cultures -
MUSC 1500 World husics and Cult 5 o . % o

o minreg ey ST ieepiog comioure saarche

Enter the desired Term and any search criteria
in the search bar before clicking Search.

Available courses and sections appear in a new
panel to the right.

Tip: To refine search, use the Advanced Search
functionality in the bottom of the Search Courses bar.

Sk =) bass G Click on the desired course section to open the Course
' Details Panel to learn more.

mfield

ALL SECTIONS
Deller

AAMW 5120 section 401 in Spring 2022 will be added to your cart
. Ittner

Which Cart

REMOVE FROM CART ADD TO CART

Click the Add to Cart button to add that section to the
Primary Cart or Alternate Cart and then click OK.
Tip: Primary Cart includes first choice sections you plan

Staft
S Primary v
staff Primary
Alternatives

Lol e to register for. Alternative carts hold alternative courses
- 4 you might register for.
GERADE B0 ced Lemer Oiade | ¥
it - e Use the Edit Registration Options panel to update the
’:'{.';LT'-“ o i grade mode, credits, or to select a registration priority.
e st ateanane |75 Fighes Select a first or second alternative or swap the selected
i A Third section for another section you are already registered for.

FWAE TRIES WITH

* Use Registration Priority to rank your requests.

REGISTRATION OPTIONS Y . NOTE: Auto priority will rank your advance
P e ' registrations based on popularity (seats available
i : - and number of students requesting the class).
il e ¥ * The First & Second Alternative dropdowns

nnsT acrensurore [rone ™ contain an option for Other... if you would accept
SECOND any section of the class, as well as any sections you
ALTERNATIVE

have in your Alternatives Cart.

EANAF THIS WITH

When done, click Submit Schedule.

How to Perform Advanced Registration Quick Reference Guide © 2022 University of Pennsylvania, All Rights Reserved
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Viewing & Adding Advising Notes ¢

OVERVIEW

Advisors can add new or view all existing advising notes on the student record, including those made by other advisors.

Mirror the Student

1. From Advising@Penn, click Degree audit & v
o e CourseLeaf Patl
advising under CourseLeaf Path. " e et

rades > View academic plan

2. In the top right, click the arrow next to your name
to see your list of advisees. Click the name of the
student you wish to mirror.

NOTE: To see students not assigned to you, click
Search all Available at the bottom of your advisee list ~  |ue
then search for and select the desired student.

Viewing Advising Notes

UNKNOWN 1 e
Fall 2021 v
ZESTEGERES 1. Click on Degree Audit & Advising in left navigation bar.
DEGREE Juris Doctor v . . . .
Any Instruction Method v 2. General student information, such as name, major, advisor, etc.

D s e RS appears at the top of the new panel.

O Don't Overlap Primary Cart

ADVISING NOTES 3. In the Advising Notes section, you will find all Advising Notes

related to this student, including notes from other advisors.

SUGGESTIONS ALTESTINGT2 2/25/2022 1200am Advisors only 4. You will see each note, the author, date, type of note, and the

EXPLORE PROGRAMS New Advising note on 2/25/2022 to test Advisor teXt entered on the 1‘10'[6
Note Contact Type

SEARCH

I

NOTE: In addition to Advising Notes, you may see Correspondence,
> DEGREE AUDIT & ADVISING ANGELIC 2/18/2022 Advi: . . . . . .
cUMMINGS 1072 oty Exit/Final Action, Student Financial Services and Student Accounts /
notes in comments section ADA Advisor to COHeCtionS nOt@S ll’l Path

Advisor notes in narrative comments ADA Advisor
to Advisor

o
H
= v
@

Adding a New Advising Note

ADVISING NOTES

1. To add a new advising note, click on Add New Advising Note

(shown above).

NEW ADVISING NOTE

2. Enter the desired note in the text box.
* DOUBLE-CHECK the note entered and student name
before saving. Notes cannot be edited or deleted once
added, even if added to the wrong student record.

3. Select Advisor Note or appropriate Contact Type from !
dropdown. Email
Phone Call
4. Click Save. Walk In

il
CONTACT TYPE Advisor Note ~| |

The new note now appears under the list of Advising Notes.

It includes your name, date & time of note, and note type _ _
. > CANCEL > SAVE
Advisors Only.

Viewing & Adding Advising Notes Quick Reference Guide © 2022 University of Pennsylvania, All Rights Reserved




Advising@Penn

Add/Drop/Swap for Advisees

OVERVIEW

Advisors can assist students with adding, dropping or swapping courses by mirroring the student. They cannot submit the

registration change on the student’s behalf. Only Students can submit registration changes.

Mirror the Student

1. From Advising@Penn, click Course Search under
CourseLeaf Path.

2. In the top right, click the arrow next to your name
to see your list of advisees. Click the student’s
name you want to mirror.

NOTE: To see students, not assigned to you, click
Search all Available at the bottom of your advisee list
then search for and select the desired student.

¥ B Musc1500 workd b

#3Adyising@Penn

CourseLeaf Path

MUSC 1500 World Musics and Cultures

field
ALLSECTIONS

AAMW 5120 section 401 in Spring 2022 will be added to your cart

Which Cart

ADD TO PLAN REMOVE FROM CART

1. Enter the desired Term and any search criteria in the search
bar before clicking Search.

2. Available courses & sections appear in Search Results panel.
Tip: To refine search, use the Advanced Search functionality in the
bottom of the Search Courses bar.

3. Click on the desired course section to open the Course Panel.

4. Click the Add to Cart button to add that section to the
Primary Cart or Alternate Cart.

Tip: Primary Cart includes course sections you plan to register
for. Alternative carts hold courses you might register for.

5. Use the Edit Registration Options panel to update the grade
mode, credits, or to swap the selected section for another
section you are already registered for.

When done, click Save Changes.

The Student must Submit the Registration Change themselves.

Drop Course

From the Search Courses bar, click on Primary
Cart to open your current registrations.

Click the desired class to open the Course Panel.
Tip: To refine search, use the Advanced Search
functionality in the bottom of Search Courses.

Click the Remove From Cart button. The dropped
class will now appear in the cart with a red (| ) line
in front to designate you are dropping it.

Type Schedule Instructor

> REMOVE FROM CART > ADD TO CART

The Student must go back in and Submit the
Registration Change themselves.

Add/Drop/Swap for Advisees Quick Reference Guide © 2022 University of Pennsylvania, All Rights Reserved
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Lift Advising Holds

OVERVIEW

Advisors review holds on a student’s record by mirroring the student and reviewing the hold message in their cart. Advisors
with the proper authority can release the hold. Otherwise, refer the student to the appropriate office to have the hold removed.

Mirror the Student =
#3Adyising@Penn
1. From Advising@Penn, click Course Search under

CourseLeaf Path. - —

2. In the top right, click the arrow next to your name
to see your list of advisees. Click the name of the
student you wish to mirror.

NOTE: To see students not assigned to you, click
Search all Available at the bottom of your advisee list
then search for and select the desired student.

Lift Advising Holds Search Classes 4 Cart Contents i %

() Don't Overlap Primary Cart 4 Cart: Primary (Spring 2022) Clear Cart
Total Credits: 2
> SEARCH
AFRC 2090 African Art
v 601 MF 6:30-7:50p Staff
SUGGESTIONS
EDUC 5018 Integrating the Arts in the K-...
> EXPLORE PROGRAMS R
Time conflict with AFRC 2090 601
= 001 M 5-8:50p
> DEGREE AUDIT & ADVISING 9
Registration Hold
CARTS AFRC 1500 World Musics and Cultures
L UATH 1400 Calcilie ]
> PRIMARY CART Corequisite MATH 0040 required
= 601 TR 6:30-8:20p P.Tan
Select a Cart v
Corequisite MATH 0040 required Duplicate Course
with Section 16783 Linked course required
ADVANCED SEARCH (Recitation)
O Exclude Times m ® 002  MWF 10-10:50a Staff

1. From the Search Courses bar, click on Primary Cart.
2. Ifthere is a hold a yellow warning icon and message will be visible noting the type of hold on the student’s record.

a. If you have the proper authority to release the advising hold, a blue Release button will appear next to the

warning alert.
Tip: The Release Hold button will still display even if the Student has not added courses to their cart.

b. If you do not have the proper authority to release an advising hold you will receive a message. To release other
holds that prevent registration, please refer the student to the proper office to request the hold be removed.

3. Assuming you have the proper authority, click the Release button and the hold will be released.

4. The Release button will disappear, the related yellow warning removed, and a record is created of when and by whom
the record was released.

5. Advise the student that they can now register for courses.

Lift Advising Holds Quick Reference Guide © 2022 University of Pennsylvania, All Rights Reserved
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Primary vs Alternative Cart

Create multiple carts to assist in creating your desired schedule. Two carts are automatically available or
create your own!

* Primary cart for classes in which you know you want to register

» Alternatives cart for other classes you may want to take or swap into

* Create your own cart to pull classes into your view when considering schedules
NOTE: If you make your own cart, be sure to move your class selections into the Alternatives Cart or the Primary cart in
order to register.

From Path@Penn, click Search & Register for classes under Academic Planning and Registration.

Click Primary cart to open the Primary cart
OR
Click the Select a Cart... dropdown to open the Alternative cart

After selecting a course/section, click the Add to Cart button and select either the Primary or Alternative
Cart. You can also create a new cart to add that section to.

Interpreting the Cart

Whether searching courses or just looking in your carts, you will notice colored icons:

™ A blue cart indicates that the course is in one of your carts.
' A black check mark shows you are registered.

I A red line shows you are going to drop the section.

A pencil shows you are changing the registration options.

A triangle with an explanation point shows a warning:

*Section is full

*A hold exists

*A time conflict exists with excluded times
*A required Pre- or Co-requisite

Requesting Permission to Register

If a section is restricted or you lack a pre-requisite, you may request permission to register.
From Path@Penn, click Search & Register for classes.

Search for and add the desired section to your Primary Cart.

If permission is required, a Permission Request text box will appear for you to provide a detailed explanation
then click OK.

Permission Request Maximum Characters: 500

7

> CANCEL > OK

The Registration Options panel will appear to allow updates to grade mode, credits or swap this with if
applicable. When done, click Save Changes.

Contact the department offering the class for questions about your request or if the request is "pending" for more
than 5 business days.

Registration Tips & Tricks Quick Reference Guide © 2022 University of Pennsylvania, All Rights Reserved
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Swap This With

Want to swap a course, but don’t want to risk dropping it before know if you will get in?
Try the Swap This With...

This tool allows you to opt to conditionally swap a course in your primary cart with another registered course.
From Path@Penn, click Add/Drop/Swap Classes

Add the section you want to swap with to your Primary Cart. SWAP THIS WITH | Not Applicable “ ‘
Click the course to be conditionally drop in your Primary Cart. Not Applicable
Click Edit Registration Options. AFRC 2090 601
ENGL 2830 307
Select the desired course you want to swap with

When done, click Save Changes.
If the swap is available, there will be a dropped course & a new course with a pencil icon in your Primary Cart.

Click Submit Registration to finalize the change, The dropped course disappears and the newly swapped course
appears with a blue cart icon.

Change Grade Mode — Current Course
From Path@Penn, click Add/Drop/Swap Classes

Click Primary Cart then click section to change. O TR AT e T

Click Edit Registration Options.

Select the desired Grade Mode. — - = ~
OIS =

When done, click Save Changes.

Viewing Calendar Overlays

When Searching & Registering for classes and viewing the calendar of your alternate cart, note that your
primary cart selections overlay into your alternative cart Hover over the red markers to view course details.

WRIT 0110 301
Critical

WRIT 0110 301
4pm  Critical Writing Seminar i ical Writing Seminar i

AFRC 2090 601 AFRC 2090 601
African Art African Art

Registration Tips & Tricks Quick Reference Guide © 2022 University of Pennsylvania, All Rights Reserved
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How Students Request Permission to Take a Class

old English Seminar

AFRC 1119 Historyof American Lawro . |

Academic Planning & Registration

se evaluations . > Add/Drop/Swap classes ** > Declare/Update field of study
grades > Degree planning and audit ** > Search & Register for classes **

AFRC 2200

unofficial transcript i > Withdraw from a course > XCAT

CIMS 0700

From Path@Penn, click Search & Register for

Search for & Select the desired course to
Classes under Academic Planning & Registration

see the Course Details. Click Add to Cart.

REGISTRATION OPTIONS

GRADE MODE Standard Letter Grade V‘
ENGL 2010 section 401 in Spring 2022 will be added to your cart CREDITS ! v‘
SWAP THIS WITH Not Applicable V\

Which Cart

Primary

v

Permission Request Maximum Characters: 500

> CANCEL > 0K

> CANCEL > SAVE CHANGES

Select the Primary Cart. Because the class requested is Use the Edit Registration Options panel to updat
not currently allowed, the Permission Request box the grade mode, credits, or to swap classes.
appears for you to enter your detailed reason for requesting
permission to take this class. Click OK when complete.

When done, click Save Changes.

The class will now be in your primary cart as Pending with the permission request.
When a decision is made, the status will change to approved or denied.
If approved, the section is available for registration in Path.

NOTE: Some departments have a separate waitlist or permission request process. Contact the department offering
a class if you have questions about your request or the request is "pending" for longer than 5 business days.

How Students Request Permission to Take a Class Quick Reference Guide © 2022 University of Pennsylvania, All Rights Reserved
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Path Forms

Path Forms

Pennant includes Path Forms, a collection of online workflow forms that replace paper- and
email-based processes. Students access Path Forms through Path@Penn. Advisors and
administrators who review and manage requests submitted through Path Forms access the tool
through the link on Advising@Penn.

Home | Available Forms | Full Screen Task List | Ouwstanding Requests | All Reports | My User Settings | Logoff %PCI]H
~
[nan]
éb e[ I l | Path Forms
Y
My Submitted Forms (0 items)
My Tasks (35 tasks) o CrosaDatene | B8 Tt
Mame Task Name Priority | Assigned Date[=] | Due Date * Craste Dnte <= | [ s
Student Data Update Form OUR Data oo 3 24937 z *
Entry 1112022 22022 MName Submitted On =] Workflow Status Current Step Actions
=] Internal Transfer / Dual Degres i Mo records found
Request Review QUR Data 3 03 13033
Entry 1 17271202 27720
! Home | Available Forms IFulI Screen Task List | Outstanding Requests | All Reports | My User Settings | Logoff %Penn
—

Q

Forms | can submit

Form Name[=]
Certificate Request

sed for requesting or removing In-Program and Other Program cert
Declare/Update Field of Study

[=] FAFSA Verification

tial Data collection for process

[ Grade Type Change

GSE Dissertation Hearing/Defense Ballot

GSE Dissertstion Hearing/Defense Ballot

GSE Independent Study Course Approval Form

al Transfer of Program
Internal Transfer / Dual Degree Some of the most common forms used by students and advisors
Internal Transfer / Dual Degree Administration . . .
Contains tabs for Expression Administration, School Term Administration, and Undeclar dur]ng reg]strat]on are:
] LPS BAAS Transfer Credit Request Form
School Petition: Undergraduate Engineering (Administrator)

* Petitions (Requests for Exceptions to University Policy)
* Declare/Update Field of Study
* Application for Internal Transfer/Dual Degree

5| School Petition: Undergraduate Engineering (Student)
[E Student Data Update Form
Undergraduate Engineering Petition
Withdraw from a Course

* Certificate Request

¢ Max CU Increase

Exceptions to Degree Requirements

Students who wish to request an exception to a degree requirement related to a course they are
registering for in the summer or fall should talk to an advisor in the appropriate school or
department. Advisors with the authority to approve exceptions manage this process through
Degree Works, one of the applications in Pennant. Degree Works is accessed through links on
Advising@Penn.


https://srfs.upenn.edu/registrar/forms

Guide to Advising@Penn

Need Assistance?

Help with Advising@Penn and CourselLeaf Path
Help is available by going to the Pennant Resources website:

https://srfs.upenn.edu/faculty-staff-resources/pennant/pennant-records/pennant-records-resources-support

There you can:
* Access the full collection of training documents for Pennant.
* Register for Workshops or View a Schedule of Drop-In Office Hours.

* Open a Support Ticket to let us know about a problem. Someone will follow up to assist you.

ADVISING@PENN

© 2022 University of Pennsylvania, All Rights Reserved Last Updated: January 15, 2022
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