
Students Requesting Advisor Review in OTC Central: 

1. You will receive a message from 

ellucianadmin@otc.edu letting you know a student is 

requesting a review of their education plan. 

 

 

 

2. To review plan you will need to access your OTC Central 

Advisee list: 

 

 

 

 
 

 

 

You will find a notification when you 

login to your OTC Central Advising tab 

Student’s requesting a review will be listed first on your advisee 

list with a yellow hourglass symbol after their name. 

mailto:ellucianadmin@otc.edu


 

3. Check plan set by student looking at the Course Plan, 

Timeline, and Degree Audit tabs. 

 

Note: Important to view Degree Audit to make sure courses fit in to 

the requirements for student’s degree program. 

 

4. If you approve the plan, press Review Complete. You will 

then archive the plan within the notification prompts. 

  

 



 

5. Email the student letting them know you have reviewed 

their plan, giving them any recommendations if needed. 

It’s good to keep a note if you suggest changes to the 

plan.  

 

 

Notes are there for students and staff to see. This gives   

background on what you discussed with the student 


