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Access OTC
EMAILING ADVISEES & RELEASING TO REGISTER



Advising Resources in Access
This is where you will access all the 
tools you will need to communicate 
with students, release students to 
register from probation, and check 
their student planning.



Emailing All Advisees



Releasing a Student to Register from 
Probation

This is where you will access all the 
tools you will need to communicate 
with students, release students to 
register from probation, and check 
their student planning.



OTC Cumulative Hours

6-25

26-40

41+Academic 
Probation vs
Financial Aid 
Probation? Students on academic probation will be 

required to meet with their assigned 
advisor.

Students will be limited to 13 – 14 credit 
hours.

GPA Satisfactory Level
 1.5

 1.75

 2.00

Academic Probation



Academic 
Probation vs
Financial Aid 
Probation?

Financial Aid Probation
Search “Keep my Financial Aid” on the OTC search bar

http://students.otc.edu/financialaid/keep/

Basically…

• Students on FA Probation need to complete 
an education plan up until graduation.

• Submit an appeal to FA.

Refer to Financial Aid 
in Student Services



OTC Central





Two steps to planning a degree out. 
1. This begins with viewing the 

degree requirements through the 
degree audit. 

2. Then there are multiple ways to 
plan specific classes.





Enter in students ID or scroll 
through your list of advisees if 
the student is assigned to you.

Any advising notifications will 
appear letting you know a student 
has requested a review.



Degree Audit will allow you to help a 
student begin planning courses for their degree. 
It’s good practice to explain the degree audit to 
the student.

View a Different Program will allow you 
and the student to see the requirements 
for another program.



Student holds will be listed here, 
including but not limited to:
• Academic Probation
• Business/ Cashier hold
• Transcript hold



Reading 
OTC 
Central 
Degree 
Audit

Course Status





Reading OTC Central Degree Audit
Course Status

Yellow Status
• Planned
• Registered (Not In-progress)

Red Status
• Not Started



Planned TimelineThings to Look Out For



Advising Notes
Things to Look Out For



Review Complete allows 
you to archive the plan 
as it is, allowing anyone 
to go back and see the 
snapshot of the students’ 
degree plan as it stood 
that day.



Advising
Resources
Search “Advising 
Resources” on the 
OTC search bar.



Advising
Resources

Donna Rebman
MSU Transfer Advisor
Student Services Desk

Drury Transfer Advisor
Student Services Desk



Advising
Resources

Search “Advising” in Lync to 
message any of the current 
advisors for questions 
related to your advisees! 

Feel free to forward any 
concerns you may have to 
lindd@otc.edu! 

mailto:lindd@otc.edu


Advising 
Responsibilities
& Expectations:

Advisor
 Provide guidance, encouragement, and 

referrals to resources to empower students to 
meet their own goals.

 Listen carefully.

 Maintain confidentiality.

 Provide strategies and options.

 Monitor students’ progress.

 Discuss the relationship between academic 
preparation and the work world.

 Be accessible by appointment, as needed.

(NACADA, 2016)



Questions?


