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Logging into Self-Service and Student Planning 
 
1. From the college website, select the link for Self-Service in the top-most menu items 

of the webpage and log in using your GTCC user name and password. 
 

 

 
 
2. Once signed in, you will arrive at the landing page for Self-Service.  
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Building an Academic Plan 
 
1. Once you are on the landing page for Self-Service, select the Student Planning option. 

 

 

 
2. This will bring you to the home page of Student Planning and Registration with links to 

View Your Progress and to Plan Your Degree and Register for Classes. This screen will 
also display your class schedule for the current semester. 

 

 

 
Pay attention to any notifications in the top right-hand corner which will  

highlight messages, confirm registration, and indicate any account holds.  
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3. Choose the My Progress option under the Student Planning tab to view your progress 

towards completion of your degree requirements. The My Progress screen uses the “traffic 
light” color scheme to highlight requirements that are complete in green, in progress in 
yellow, and not yet started in red.  
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4. Find a requirement in red you need to plan and click the search button from within the 
requirement to bring up the specific courses that fulfill the category. Click Add to Course 
Plan and choose the term during which you would like to take the course.   

 

 

 
5. If you are planning during pre-registration for an upcoming term, you may choose the 

View Available Sections option for the designated term instead to add a specific 
section of the course to your plan. 
 

6. Once you have planned all of your upcoming semester courses, go to the Plan and 
Schedule tab under Student Planning. Use the left and right arrows to view your 
planned courses for upcoming terms. 
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7. If you haven’t already selected a specific section of your planned class for that term, 
click View Other Sections to see the term section offerings. To add a selection to your 
plan, click on the section you want to add and then select Add Section to Schedule. 
 
To remove a course from the plan, click on the “X” to the right of the course. 
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Submitting your Plan for Approval 
 

1. Use the Advising tab to communicate with your Success Coach about any questions 
you may have concerning your course selections or other academic issues. You can 
add notes relevant to academics for future advising sessions. Be mindful of what you 
type, as there is no ability to edit a note once it is saved. 
 

 
 

2. Before you can register, your plan must be reviewed and approved by your Success 
Coach. Click Request Review to notify your Coach. 

 
3. Remember you have only planned your courses. The next step is to register for 

specific sections for the upcoming term.  
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Registering Planned Courses 
 
1. From the Plan and Schedule option under the Student Planning tab, use the forward 

arrow to navigate to the appropriate registration term. The courses you have planned will 
appear in grey. If you have already picked out a specific section, it will appear in yellow.  
 
The courses that appear in yellow are the courses you will be able to register for during 
your priority registration period. You will need to pick specific sections for any course on 
your plan that appears in grey. 
 

 
 

Note that sections with no meeting times, such as online courses, will appear at the bottom of your 
schedule as they do not have a defined meeting day and time. 

 
2. You may plan as many courses as you want which meet at the same time, but you may 

only register for one of them to avoid creating a time conflict between courses. 
 
3. To register, click Register Now to register for all courses at once on your plan, or click 

the Register button in each individual section on the left to register course by course. 
 
Use the Registration method that works best for you. If you have distinct course preferences or if you have 
planned many courses in the same time slot, you will want to make sure you register course by course to 

individually register for your desired first choice sections. 

 
If you have planned courses which are not a part of your current program of study, the courses will show 
at the bottom of your My Progress page in the Other Courses category. Generally, these are courses that 

are not eligible to be covered by financial aid. 
 

If you wish to request a course substitution, you will need to meet with your program department chair 
and the substitution will be entered by the Records Office. Course substitutions are noted on the My 

Progress record. 

 
4. Check your registrations. Any errors will appear in the notification area at the top right of 

the page. You know you have successfully registered for a course when it appears in 
green and there is a Drop button on the course.
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Waitlists 
 
1. If a course section on your term plan is full and has a waitlist, click Waitlist to add 

yourself to the waitlist.  
 

 
 
 

2. You know you have been successfully added to a waitlist for the course when the status 
changes to Waitlisted and there is a Drop Waitlist button. 
 
If you would like to drop yourself from a waitlist, click Drop Waitlist.  
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Student Tabs Explained 

Holds on the Student Account 
 
Any “holds” on your account will be indicated via the “Notifications” button at the top. You 
will need to contact the office which placed the hold on your account to have it removed. 
 

 
 
 

Academics > Student Planning 
 

Student planning is where you will plan your courses for one or more future terms. From 
this screen, you will have access to view your progress towards program completion and to 
plan and register for classes. 
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Student Planning > My Progress 
 

The My Progress tab is your program evaluation, providing information about which classes 
have been completed toward your academic program, which classes are planned, and which 
requirements still need to be planned for future terms. It also indicates if you have planned or 
registered for courses that are not in your program of study (Other Courses field).  
 
What-if scenarios may also be completed from this screen, but will be removed once you 
log out of Self-Service. 
 
 

 
 
 
 

Student Planning > Plan and Schedule 
 

The Plan and Schedule tab is where you can view your planned courses and sections for an 
upcoming term and register for these courses during your priority registration period.
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Student Planning > Plan and Schedule > Timeline 
 

Timeline displays your academic plan in a timeline format. Courses can be added by using 
the Progress or Course Catalog tabs for each of the semesters. You may also remove 
courses from your plan or move courses to a different semester using the drag and drop 
feature. 
 
 

 
 

Once a future term has been added and courses are planned, courses can be moved between terms by 
clicking the drag handle on the left and dragging the course to the term of your choice. You may only drag 

planned courses; you cannot drag protected, registered, or completed course sections. 
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Student Planning > Plan and Schedule > Advising 
 
Use this tab to contact your advisor if you have questions by composing a note and saving it. 
This is also where you will request a review of your academic plan before being approved to 
register.  
 
 

 
 
 
 

Academics > Grades 
 
View your grades for the current or prior terms at GTCC. 
 
 

Academics > Test Summary 
 
The Test Summary tab will show the current placement test or multiple measures information 
for each student. Please note that placement test scores are eligible for consideration up to 5 
years. 
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Academics > Course Catalog 
 
The Course Catalog tab may be used to search for a course to add to a course plan. It will 
indicate when the course is typically offered, or if it is during a registration period you will 
be able to choose the individual course section to add to the student’s course plan. Please 
note that this is a complete list of courses offered within our course library. Some courses 
are only available certain semesters, and some are not available at Guilford Technical 
Community College. 
 

Tab 1 
 

 
 

Tab 2 
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Academics > Unofficial Transcripts 
 
The Unofficial Transcript tab will allow students and advisors to download an unofficial copy 
of the student’s academic record. 
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Helpful Reminders 
 

• Pay attention to any notifications in the top right-hand corner which will highlight messages, 
confirm registration, and indicate any account holds. 

 

• Remember that planned courses are not registered courses 
 

• When communicating with your Success Coach, be mindful of what you type, as there is no 
ability to edit or remove a note once it is saved. 

 

• Before being eligible to register for a term, your plan must first be approved by your Success 
Coach 

 

• Each course on your plan may have multiple sections. Only specific sections of classes for a term 
may be registered. 

 

• Sections with no designated meeting times, such as online courses, will appear at the bottom of 
your class schedule grid. 

 

• You should only plan and register for courses that are included in your program of study. Financial 
aid may not cover courses that are not required for program completion. 

 

• If you wish to request a course substitution, you will need to meet with your program department 
chair and the substitution will be entered by the Records Office. Course substitutions are noted 
on the My Progress record. 

 
 
Contact information: 

 
For more information and assistance regarding Self-Service and Student Planning, please contact: 
 
Student Success Center 
Medlin Building, Suite 3100 
Jamestown Campus 
336-334-4822, Ext. 50578 
studentsuccess@gtcc.edu 
 
 

Records Office 
Medlin Building, Suite 3500 
Jamestown Campus 
336-334-4822, Ext. 50064 
records@gtcc.edu 
 

 


