
FACULTY SELF-SERVICE TUTORIAL



The following topics are 
covered:

• How to access Student Planning

• View Advisee List

• Approve/Deny planned course(s)



How to access Student Planning

From the Roanoke-Chowan Community College homepage, www.roanokechowan.edu, click 
Self-Service on the top banner.



At the Ellucian page, enter your Roanoke-Chowan Community College 
Username and Password to log in.  



View Advisee Lists
At the Self-Service landing page, select Advising



Notification Received
Once you receive an email, text, phone call or meet your advisee in person, you will see in Self-Service that 
you have one or more advisees that have requested a review. Beside the appropriate students’ names will 
be a check mark under the Review Requested heading.
Select View Details.

Notification of review 
request(s)

Click here to view the
courses the advisee
wants approval



Choose term to review
Use the left and right arrow to find the semester(s) to review courses.



Approve or Deny Planned Course(s)



View Student Program of Study progress before you click approve or deny to ensure the 
course is in the program and he/she is on track.  Make sure to scroll all the way down as 
Other Courses may not have been moved to the sections properly.  This is true for AA, AS, 
AFA, and AGE Pre-Nursing programs.  Notify the student if you question a course the 
student has planned.



The review is complete when all courses have been approved and/or denied.  Your advisee 
will be able to see their courses have been approved and can now finalized registration.
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