%Y AdvisorInTouch

QUICK REFERENCE

Advisor InTouch is an academic advising system for use by authorized faculty and academic advisors at Penn.
It provides users with immediate, online access to information to help advise students in course selection
and curriculum requirements, as well related academic matters and career goals.
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Security for access to Advisor InTouch is based on advising roles/levels, and is administered by the Office of the University Registrar.
To request access for Advisor InTouch, go to http://www.upenn.edu/registrar/staff-resources/advisor-intouch.html
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LIST ADVISEES

The List Advisees function returns a list of your advisees, along with pictures and basic information to help
identify individual students. Additional options for navigation are also available when using this function.

Listing Advisees

P Ciick on

A table of your advisees will display for the
indicated term.

Click on any student picture or name to navigate
directly to the student’s overview page.

You can sort on any column by clicking in
the header.

To filter your advisees by Advisor type, make a
selection from the drop-down box*

Hover your mouse over division, degree and hold
codes for detail descriptions.

To Email your listed advisees, click on the button
at the bottom. Select students, enter the
subject/body and send the email.
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Student Info & Navigation

P

Once you select a student, you are taken to
the Student Overview. Their picture displays,
with their name, PennID and an email link.

Academic Program information displays for
the student’s most recent or upcoming term.

Hover your mouse over division and program
codes for detail descriptions.

Advisor names include active email links.

Click “more...” if the student is in multiple
programs, to view details.
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Photos of your advisees display in the film-
strip. Click a picture to select a student.
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STUDENT OVERVIEW

The main student page for advisors is the Student Overview, which presents a summary
of student information, Selecting a new student will always take you to the Student Overview page.

Use the Term drop-down to view information for
other terms.

Academic program information displays for
the selected term.

b If the student is on any Hold(s), that
information is displayed.

If Advisor Signoff is outstanding, the
advisor can click JEEIELH to submit a signoff.

Current Advisors are listed, with active email
links.

Click on View Schedule to expand for viewing.
Hover your mouse over courses for more infor-
mation, or click on a specific course for more
details.

D Advisors with authority can update Max load.

b A summary of existing Worksheets is present-
ed, with ability to view more information, act on
an existing worksheet (open, copy, delete,
update status) or create a new one.

The date and author of the most recent Note is
displayed. Authorized users can view all notes
or create a new one.

Important Dates & Announcements appear at
the bottom of the screen. Both students and
advisors see the same list.
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The differences in access and functions between the Advisor and the Student views are illustrated below.

Advisor View
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