
  

Fayetteville Technical Community College 

NEW STUDENTS 

A GUIDE TO SELF-SERVICE 

This instructional guide will help you navigate the steps to 

access your student self-service, recover your username & 

password, contact your academic advisor, register for classes, 

print your schedule, and more. 
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What is Student Self-Service? 

 

Fayetteville Technical Community College offers an online self-service connection for students to 

review and plan their program of study. Student planning is a roadmap for students to track their 

progress from program approval to program completion.  

Student Planning allows students direct contact with their Academic Advisors. Advisors are there to 

guide the student through their degree program from start to finish. They will help the student 

choose the appropriate classes to take and assist with any questions you have regarding your 

degree or the classes.  

 

How to Login to Self-Service 
 

As a new student, in order to access Self-Service, you must first register for the Self-Service 

Password Reset (SSPR) here:  

https://www.faytechcc.edu/mis/self-service-password-reset/  

After you have completed the SSPR and reset your password, you can then login to Self-Service. 

1. Go to Self-Service 

2. Login using your User Name & Password 

 

 

https://www.faytechcc.edu/mis/self-service-password-reset/
https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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How to Get My User Name 
 

Generally, every student receives a letter in the mail with instructions on how to login to Self-

Service and is provided with their User Name. If you have not received your letter you can look up 

your User Name using the following steps:  

1. Go to Self-Service 

2. Click on Forgot your User Name 

 

3. Complete the form and hit submit  

Remember - you must enter in an email we have on file, the most common one to use 

would be your student email account (ex. Doej0000@student.faytechcc.edu) 

 

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
mailto:Doej0000@student.faytechcc.edu
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How to Reset My Password  

 
1. Go to Self-Service 

2. Click on Forgot your password  

 

3. Enter in your User Name and Email Address 

Remember - you must enter in an email we have on file, the most common one to use 

would be your student email account (ex. Doej0000@student.faytechcc.edu) 

 

 

 

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
mailto:Doej0000@student.faytechcc.edu
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How to Contact My Academic Advisor 
 

1. Login to Self-Service 

2. Click on Student Planning  

 

3. Click on Go to Plan & Schedule  

  

4. Click on Advising Tab 

On this screen you will see your Advisor’s Name and contact information  

 

To contact your advisor, click on their name to open an E-Mail Correspondence.  

• Please be aware that the “compose a note” section does not notify your advisor  

• For the quickest response, please email your advisor 

• If you are having issues contacting your advisor you can reach out to registration and 

records for assistance: registrar@faytechcc.edu  

 

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
mailto:registrar@faytechcc.edu
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How to Register for Classes 
 

1. Login to Self-Service 

2. Select Student Planning 

 

3. Select Go to Plan & Schedule  

 

4. Enter the course title and number in the search bar (example ENG-111)  

 

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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5. In the Filter Results toolbar, under Terms, make sure the correct term is selected  

 

6. Select View Available Sections for  

 

7. Scroll through the available sections and find the class you want to register for. Take note of 

the Seats available, Times, Locations, and Instructors.  
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8. Once you have determined which section you’d like to take, select Add Section to 

Schedule  

 

9. Take note of requisites for the course and that you do meet those requirements, then select 

Add Section 
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10. If the class has a waitlist you will see this warning. You can either look for a section with 

available seats or add yourself to the waitlist.  

 

11. Once you have added the section, it will be placed as “planned” on your schedule  
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12. Return to Plan & Schedule to fully register  

 

 

Select Register Now  
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How to Drop a Class 
 

1. Login to Self-Service 

2. Select Student Planning 

 

3. Select Go to Plan & Schedule  

 

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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4. Click the Drop button on the class you want to drop 

**Remember, you can only drop a class on or before the census date (10% point) of the class. 

• Students who drop before the start date will receive a 100% refund  

• Students who drop from the 1st day of classes – Census Date receive a 75% refund 
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How to Withdraw from a Class 
 

**Remember, Students who withdrawal from a class are still responsible for the full cost of the 

class. The class will not be counted towards the student’s GPA, but will still show up on the 

transcript with a W grade.  

1. Login to Self-Service 

2. Click on the Academics hat in the left tool bar 

 

3. Select Student Course Withdrawal  

 

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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4. Login using your Username & Password  

 

 

5. Select the button beside the class you want to withdraw from 

6. Use the drop-down box to enter in your reason for withdrawal  

7. Enter in your last date of attendance  

8. Check the “I Agree that the information above is correct and consent to be withdrawn from 

the section listed for the current term.” 

9. Select Submit 
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How to Add Course Sections to Waitlist 
 

Step One: Type the course you wish to add to the Waitlist in the Search for Courses field in top 

right corner (i.e. ART 111) 

 

 

Step Two: Search for the Course Section that is Waitlisted shown in the figure below. Click the 

Blue Add Section to Schedule Tab as shown in the figure below.  

 

 

Step Three: Once the Section Details Box appears. Click the blue Add Section Tab as shown in 

the figure below.  
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Step Four: Once the message appears in the top right that indicates the section has been planned 

on the schedule, click on the Back to Plan & Schedule Tab in blue letters as shown in the figure 

below. 

 

 

 

Step Five: On the Steps to Getting Started page, click on the Go to Plan & Schedule Tab in block 

two as shown in the figure below.  
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Step Six: On the Plan your Degree and Schedule your courses page, Click the blue Waitlisted Tab 

to add this course section to the waitlist as shown in the figure below.  
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How to Drop Course Sections to Waitlist 
 

Step Seven:  Click the Drop Waitlist blue tab to remove yourself from the waitlist as shown in the 

figure below.  

 

Step Eight: Next, Click the blue x in the top right to remove the course off your schedule as show in 

the figure below.  
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How to Pay for Classes 
 

1. Login to Self-Service 

2. Click on Student Finance 

 

Here you will see your Account Summary  

Click on Make a Payment  

 

 

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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How to Print My Schedule 
 

1. Login to Self-Service 

2. Select Student Planning 

 

3. Select Go to Plan & Schedule  

 

4. Select Print  

 

 

 

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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How to Get an Enrollment Verification 
 

1. Login to Self-Service 

2. Click on the Academics hat in the left tool bar 

 

3. Select Enrollment Verification  

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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How to Get an Unofficial Transcript  
 

1. Login to Self-Service 

2. Click on the Academics hat in the left tool bar 

 

3. Select Unofficial Transcript  

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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How to Get an Official Transcript  
1. Login to Self-Service 

2. Click on the Academics hat in the left tool bar 

 

3. Select Official Transcript – you will be redirected to the National Student Clearing House 

Transcript Ordering Center. 

 

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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How to Apply for Graduation 
 

1. Login to Self-Service 

2. Select Graduation Overview 

 

3. Find the program you want and select Apply  

 

4. Complete the graduation application form  

5. Select proceed to payment  

6. Make the $25 payment online  

  

https://selfserv.faytechcc.edu/Student/Account/Login?ReturnUrl=%2fstudent
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For Additional Assistance  
 

 

 

Thank you for choosing Fayetteville Technical Community College. 

 

 

 

 

 

 

 

 

 

 

 

  


