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How to Log Into Pathways

1. Pathways can be found by searching for the “Advise Students” resource on my.pitt.edu.
This is the live site where you can set up availability, complete notes and reports, and
message students. It is recommended to access the platform through the Chrome browser.
You also have the option to add this to My Favorites in myPitt by clicking on the heart for
easy access to the platform in the future.

2. Once you select “Advise Students”, you will be prompted to sign in via Pitt Passport
(SS0O). Pathways can only be accessed through SSO.

If you have trouble accessing Pathways, please contact PathwaysHelp@pitt.edu for assistance.

If you are having problems logging in with Pitt Passport please contact CSSD’s Help Desk at 4-
HELP or helpdesk@pitt.edu for assistance.
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How to Search for a Student

1. To search for a student, simply click on the “Search” box in the top-center of the page
and type in the name of the student. Select the student’s name to view the student’s

page.

How to Sync Your Calendar
Sync your calendar ONLY on the live/production site, not the training site

From your Staff Home page, select the Calendar icon on the left-hand side of the screen.

On the right-hand side of the screen, select the Settings and Sync button.
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On the next screen, select the Setup Sync button.
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You will then be prompted to select your Calendar Application. Select Outlook Service
Accounts. This is the only way your calendar will sync correctly.

Please Choose Your Calendar Application:

Outlook Service Accounts

Google Calendar

QOther Applications

Go back...

Choose your Microsoft Pitt account.
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After signing into your Pitt account, you will see a yellow banner at the bottom right-hand side
of the page indicating that sync was successful. You should then see the screen below:

X

It may take up to 30 minutes to upgrade your calendar to the latest Office 365 Sync.

| Retry Upgrade... ‘

| Disconnect Sync. ‘
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How to Create Availability for Appointments

The instructions below can be followed to set up your availability for students to meet by
Appointment only. It is recommended to set up separate blocks of availability if you would like to
meet with students via Drop-In hours.

Log into Pathways and choose the My Availability tab on your Staff Home page. Under
“Available Times”, use the Actions button to Add Time.

In the box that pops up, select the days and times you are available. To set the same
availability for the entire term, choose the current term (Default Term) for the length of time to
be active.* Then, choose the Appointments option. (You'll be able to add additional days and
times in a later step.)

*Note: if you choose Forever, then your availability will continue during and in between terms, as
well as summer.
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If you would like to create a link that can be posted on Canvas or that you can send to your
students that will direct them to view your drop-in times, select the box to Add to your personal
availability link, as seen below:

Select the type of meeting (In- person and/or Virtual).
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Make the appropriate selections from the Care Unit, Location and Services drop-down menus.

If you select Virtual meeting type, you can add a URL, such as your Zoom Personal Meeting ID
(PMI) or phone number. This information will be sent to the student when they schedule the
appointment.
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Add any Special Instructions you would like the students to see when they are scheduling an
appointment. The sample text you see here is included below in the Tip section if you would
like to copy.
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Tip: Include special instructions to provide the students with important information.

If you choose an in-person meeting, we will meet in my office at [YOUR OFFICE LOCATION
HERE].

If you choose a virtual meeting, please make sure you are on your computer and signed into
my_pitt.edu and use the provided zoom meeting URL.

If you would like to have group appointments, you can adjust the Max Number of Students per
Appointment, otherwise, leave it at 1 and Select the Save button.

To add additional availabilities, select the checkbox beside the time you have created, and use
the Actions drop-down to Copy this time. You can also use the blue Edit link to edit a specific
block. You can have as much availability as you need.
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How to Schedule an Appointment From the Student’'s Page

From the student’s page, select the Schedule an Appointment link from the Options container.

Then, follow steps in the next section to select the Appointment Scheduling Options.

Schedule an Appointment from Your Assigned Student List, or an Advanced
Search or Report

To schedule an appointment from your Assigned Students list, on your Staff Home page, select
the student(s) you would like to schedule an appointment for and using the Actions drop down
menu, select the Schedule Appointment option.

To schedule an appointment via an Advanced Search or Report, go to the left-hand side menu
and select Advanced Search or Reporting, respectively.

Advanced Search (example):
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Reporting (example):

Then, follow steps in the next section to select the appointment scheduling options.
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Appointment Scheduling Options

Select the Care Unit, Location, Service and Meeting Type for the appointment. And select the
Radio Button beside the organizer's name.

Next, add any Comments. Use the Calendar to Select a Date. Then Select the checkbox for the
specific block of time for the appointment.

Use the Availabilities dropdown menu to see additional options if default times do not display
any checkboxes and available time.
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If the appointment is a reoccurring appointment, select the appropriate options Repeating
Appointment options. Next, press the blue Save Appointment button.

You and the student will receive the relevant Appointment Notification emails, confirming the
details of the appointment that you scheduled.
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How to Complete an Appointment Summary Report
An Appointment Summary Report works like the notes you take on your advising
appointments. It allows you to document advice or next steps that you have given to your

student. Appointment Summary Report is used to document interactions with a student.

From your home screen, select the Appointments tab.

For current or upcoming appointments, go to the Upcoming Appointments section.

For past appointments, scroll down to the Recent Appointments section.

Select a student for whom you would like to create an Appointment Summary. Then, under
Actions, select Add Appointment Summary.
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Fill in the information needed to complete the Summary Report.

NOTE: Yes/No questions are not required to save the report.
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Once complete, select Save this Report at the bottom of the page.

Cancel Save this Report £

You will notice that the Report Filed? column will change from Not Yet to Report Details in the
Recent Appointments section.

How to Create an Ad hoc Appointment Summary Report
(For a Student Meeting Not Scheduled in Pathways)

FROM THE STUDENT'S PAGE

Select the Report on Appointment link from the Options container.

Fill in the information needed to complete the Summary Report.

NOTE: Yes/No questions and the Course are not required to save the report. However, you must
select a Care Unit as this will not be prepopulated.
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Once complete, select Save this Report at the bottom of the page.

Cancel Save this Report £

FROM YOUR ASSIGNED STUDENT LIST, OR AN ADVANCED SEARCH OR
REPORT

Select the student you would like to create an appointment summary for and using the Actions
drop down menu, select the Create Ad hoc Appointment Summary option.
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Assigned Students

Students Report

Because ad hoc appointment summaries also create an associated appointment, be sure to
adjust the Date, Start Time and End Time to accurately reflect the approximate details of the
meeting.
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Complete the Appointment Summary following your department guidelines.
How to Mark an Appointment as a No Show

From your Staff Home page, scroll down to the Recent Appointments section.

Select the box next to the appointment you want to mark as a No Show. Under Actions, select
Mark No- Show.
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An Appointment Summary will open. You can add a note by selecting the Edit Report button at
the bottom of the summary or simply close it.

You should then see a green No-Show box in the Report Filed column for this appointment.

How to Cancel an Appointment

Appointments can be cancelled from your Upcoming Appointments section or from your
calendar.

FROM YOUR UPCOMING APPOINTMENTS TAB

Go to the Appointments tab on your Staff Home page.
Next, select the checkbox beside the student/appointment you would like to cancel.

Use the Actions drop down button and select Cancel Appointment.
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The Cancel Upcoming Appointment window will appear. Select whom to cancel the
appointment for - Entire Appointment should be selected unless it is a group appointment.
Then select the Reason. Add any Comments and press the blue Cancel Appointment button.
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FROM YOUR CALENDAR

Your calendar can be accessed from the Calendar tab in the left-hand navigation menu.

Click the appointment you would like to cancel, and the Manage Appointment pop up window
will appear.

The Cancel Appointment section will appear. Select whom to cancel the appointment for -
Entire Appointment should be selected unless it is a group appointment. Then select the
Reason. Add any Comments and press the blue Mark as Cancelled button.
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The Manage Appointment window will update, confirming the appointment cancellation. Click
the blue Close button.
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How to Edit an Appointment
Appointments can be edited from either your calendar or the Upcoming Appointments section.
This documentation shows how to edit an appointment from the Upcoming Appointments

section, however if selecting an appointment from your calendar, the steps to edit will be the
same.

Go to the Appointments tab on your Staff Home page.

Next, select the Details hyperlink for the student/appointment that you would like to edit.

The Manage Appointment window will appear. Select the Edit hyperlink.

Continue editing the appointment in the same manner that it was originally scheduled.
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How to Add a Note to a Student’s Page
Notes can be added to document information about a student or that you have shared with the
student, or a specific topic of conversation that you had with the student. They differ from
Appointment Summaries which should be used to document the general details of a meeting that
you had with a student. Notes can be added in several different places across the platform.

FROM THE STUDENT'S PAGE
Select the Add a Note on this Student link from the Options container.

FROM YOUR ASSIGNED STUDENT LIST, OR AN ADVANCED SEARCH OR REPORT
Select the student(s) you would like to add a note for and using the Actions drop down menu,
select the Note option.

Reporting

This is the easiest way to add a note for multiple students (up to 100 students) at the same
time. Like messaging, the note appears to be added to each student individually.
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How to Make a Referral for a Student

Referrals should be used for non-emergency situations only. For more information about
referrals, click here.

From the student’s page, select Issue a Referral on the right-hand side of the screen in the
Options container.

In the Referrals Window that pops up, use the drop-down menu to select a Referral Reason.

Next, add appropriate comments that will be helpful for the office receiving the referral. When
you are finished, click the blue Submit button.
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How to View Notes and Appointment Summary Reports

To view notes and appointment summary reports, go to the History tab on the student’s page.

Once on the History tab, scroll down to the “[Student Name]'s History” section.

Here you will see a chronological list of all appointment summaries and notes left for a
particular student, along with the date and name of the advisor who left it. You can click on the
down arrow to view the report or note details.
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How to Create a Student List

To help keep track of a list of students, you can create a student list—a list of students manually
created and maintained by a user that highlights a particular population. Student lists can be
used for Advising Campaigns, sending communications, and as a self-created filter for searches
and reports.

Select the checkboxes for students that you want to include in your student list. This can be
done from your Assigned Students section, an Advanced Search, or from a Report.

NOTE: Selecting the checkbox at the top will only select students on the first page (or page that
you are currently on). If you have more than 100 students, be sure to select the link that is

displayed to “Select all items”, which will appear under the Actions bar once the checkbox at the
top is selected.

Assigned Students

Advanced Search

Reporting
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On your Staff Home page, once the students are selected, select the Actions Drop-down menu,
then select Add to Student List.
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Select Create new list and give the new student list a name. Select Save.
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How to Add Students to an Existing Student List

If you would instead like to add students to an existing list rather than creating a new one,
follow the above steps, but when the “ADD TO STUDENT LIST” box appears, select the
list(s) you would like to add the student to. Select Save.

To access your student lists, select on the List & Saved Items icon from the left navigation
menu of any page.
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How to Upload a Student List via Batch

Often, you have queries from other systems that would be useful to your work within the
Pathways system. Rather than recreating that list within Advanced Search or
manually add students to a student list, you can load students into the system from the list you

already have by uploading a .csv file.

Before you start in Pathways, you will need to create a .csv file in Excel.

The spreadsheet should include header and a list of PeopleSoft IDs of the students that you
want to include in your student list. All other columns are optional and will not be used. Note:
you can export your list of PS advisees from the Advisor Center in PeopleSoft.
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In Pathways, select the List & Saved Items icon.

Select Upload Student List.

On the next page, you can add your students to an existing list or select New Student List then
select Confirm.
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Select the Choose File button to select the file you want to load, then select the Click to upload
the file button.

Select the header of the column that holds your PeopleSoft IDs and select the
blue Save button.

How to Create a Saved Search

From your homepage, click on the Lists & Searches Icon
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Scroll down the page to the Saved Searches section. Select Add Saved Search button.

Use the Search function and filters to select a group of students. Click Search.
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Review your list to ensure it is accurate. Once you are satisfied, select Save at the top of the
page.

Name your list. Click Save Search.
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How to Access Your Saved Search

From your homepage, select the Lists & Searches Icon.

Select the saved search that you want to run again. The system will rerun the search and return
the results.
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How to Create an Appointment Campaign

Tip: Many locations in Pathways where you can select students, including your Assigned Student
list from your Staff Home page, allow you to use the Actions drop-down to quickly create an
Appointment Campaign (see screenshot below).

If you want to create a campaign from a saved student list, access it from the Lists and Saved
Items button on the left-hand menu.
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Select the list that includes students who you want to be included in the campaign.

Once selected, use the checkboxes to check individual students, or the checkbox at the top to
include all of your students. NOTE: Selecting the checkbox at the top will only select students on
the first page (or page that you are currently on). If you have more than 100 students, be sure to
select the link that is displayed to “Select all items”, which will appear once the checkbox at the
top is selected.

Use the Actions drop down and select Create an Appointment Campaign.
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You will then be able to define your campaign and see the number of students who are
included.

Define your campaign by completing all required fields. A breakdown of these fields is provided
below.

Campaign Configurations

PATHWAYS TRAINING DOCUMENTATION | For Advisors



Page |44

Campaign Name: Name your campaign using the Naming Convention. Ex. Term, dept, campaign
reason, last name (full or abbreviated)

Care Unit: This should match your Availability.
Location: This should match your Availability.

Service: This should match your Availability.

Appointment Configurations

Appointment Configurations

Appointment Limit: Appointment Length:

‘- Y vHSSr’.il‘ oW

Slots Per Time: +

i x V]

C] Allow Scheduling Over Courses

C] Restrict Scheduling To Assigned Staff Only @

Staff Reminders: Recipient Reminders:

C] Emiail C] Text C] Email C] Text

Appointment Limit: Number of times you want the link in your invitation to work. Most often
once.

Appointment Length: How long you want the appointment to last. Length ranges from 5 to 360
min.

Slots Per Time: Number of students in an appointment. 1 means each appointment will be an
individual appointment.

Scheduling Window
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Scheduling Window

Campaign appointments can be scheduled on any date within the scheduling window. Your campaign will begin automatically on the date of your first nudge.

Start Date = End Date =

February 26, 2026 ~

Launch Date

This Launch Date will be the date that the "Welcome Message” will send. If students are added to your Campaign after this launch date via Automation, the "Welcome Message” will send to that student as soon as they
are added

Launch Date %

Fetruary 26, 2026

Start Date: First day you want to meet with students during the campaign.
End Date: Last day you want to meet with students during the campaign.

Launch Date: The day students will be emailed the Welcome Message, asking them to schedule
an appointment. This must be the same as, or before, the Start Date.

Once all required fields are completed, select Continue.

The next step will allow you to Verify Recipients. Review your list and select Continue. If
necessary, you can select and remove individual students through the Actions button.

Next, in the Select Staff step, click the box next to your name and then select Continue.
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Note: If you do not appear as an available staff, the services for your availability and campaign
may be different, or you may not have made availability for Campaigns. In this case, go back to
edit your availability and re-define your campaign, or select the option to “Include Appointment
Availabilities” to reference all the availability you have created.

Next, in the Compose Nudges step, you will compose your Welcome Message and any Nudges.
Select the Add Welcome Message button.

Make edits to the Welcome Message that you want to send to students. In the body of the
message, make sure that the {Sschedule_link} tag stays intact—this is how a student can make
an appointment with you. As you make changes you will see a preview of the email you are
sending to students on the right-side of the page—this is how the students will see the email
message.
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Once you have made your edits, select the blue Save Welcome Message button.

This will then bring you back to the Compose Nudges step. If applicable, add any additional
nudges and then Continue to the Verify and Start Campaign step.

Review the Campaign Summary for your Appointment Campaign.

Once you are satisfied, select the blue Start Campaign button on the bottom right- hand side of
the page.

You can now access this campaign and see its progress and statistics using the Campaigns &
Events button within the left-hand menu.
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Tip: By adding additional Nudges, you can set up email reminders in advance for students who
have not made an appointment. You decide the date that you want a new reminder to go out.
Just follow the steps above to create as many reminders as you need. Now, you won't have to
remember to check!

Compose Nudges

Nudges

What would you like to say to your recipients? Set up your outreach and follow-up messages. Follow-up messages will cnly be sent to students who have not scheduled all appointments in the campaign

+ Add Nudge
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How to Add a Student to an Existing Campaign

Select the Campaign & Events icon on the left navigation menu, then select Appointment
Campaigns

On the next page, select the campaign you want to edit.

From the Options container on the right-side of the page, select Edit Campaign Details.

On the next screen, select Verify Recipients.
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Appointment Campaign: Mid-Term Appointments

@ Define Campaign ‘ @ Verify Recipients ‘ @ Select Staff @ Compose Nudges @ Verify & Start

TO ADD STUDENTS

Scroll down to select Add More Recipients.

This will take you to the Advanced Search tool, which you will use to find the students you want
to add. Note: You can use a Student List as a search filter or scroll down to the end of the
container and filter by My Students Only.

Select the student(s) you want to add and Search to ensure you have the correct students
selected. Then, press the blue Continue button.
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To send these students the Welcome Message, proceed to the Verify & Start step, scroll down
to the bottom of the page, and then choose to Send Nudge Now.

(& Define Campaign (& verify Recipients ) Select Staff (@ Compose Nudges () Verify & Start

(@ Some newly added students in this campaign have not received a nudge yet
‘You can send a nudge to them now with the Send Nudge Now Button below or Save and Exit the campaign without sending these users an initial nudge. All students that are a part of this campaign will receive future nudge emails.

Lastly, a pop-up will appear so that you can review and/or make updates as needed before
sending. Once you are satisfied, select Send To Added Students.
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NOTE: If you do not manually send newly added students the Welcome Message, they will not
receive any communication about the campaign. However, if you have Nudges set up, they will
receive the next scheduled nudge

How to Remove a Student from a Campaign

Similarly to adding students, from the Verify Recipients page. Select the box in front of the
student you want to remove. From the Actions drop-down menu, select Remove Selected
Users.

Once your list is refreshed, select Save and Exit at the bottom of the page, or Continue editing
the campaign if you need to make additional edits.
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Frequently Used Terms and Definitions

EAB: The company that produced the software.
Pathways: The name EAB gave to the advisor software. Also referred to as Navigate at Pitt.
Navigate360: The name EAB gave to the student facing app.

Appointment Campaigns: The act of reaching out to a targeted student population using
Pathways.

Student List: A list manually created and maintained by a user that highlights a particular
population (e.g. all your seniors or all your students with a GPA within a certain range).

Location: Where advising or tutoring appointments occur.
Service: Type of appointment.
Alert: The name EAB gave to referrals.

Case: Process of how a user manages referrals in Pathways.
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How to Create a Rule in Outlook for Appointment Reminder
Emails

Classic Outlook

Right-click an existing message. Select Rules > Create Rule

Select a condition, and what to do with the message based on the condition.
e For example (below), to move messages with a certain title to a specific folder, select
that folder, then the Subject contains condition. Under Do the following, select Move
the item to folder, select or create a new folder, and then select OK.
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New Outlook

Right-click on your inbox in Outlook to create a new subfolder to hold your Appointment
Reminders

Select a message you would like to be included in the folder. Select “Rules” > “Create Rule”

You can also access Rules by right clicking the message

Select the folder you would like your message(s) to be held and select OK

You can also select More options, which will further allow you to add conditions and actions,
such as moving all emails with the same subject to a specific folder. Select Save.
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