
E-Advisor Quick Reference Guide 

March 8, 2011 

 

1 
 

1.  Go to www.otc.edu and click on ‘MyOTC’. 

2. Log in to MyOTC with your user ID and password. 

3. Click on the ‘AccessOTC’ tab. 

4. Under Academic Planning on the right of the screen, 

click on ‘E-Advisor’. 

5. Click on ‘Create/Add to Worksheet’. 

 

6. Confirm Program of Study by clicking on ‘Submit’.  If 

your program of study indicates ‘CE.CEU’, answer 

‘NO’ on the dropdown menu and click ‘Submit’ and 

then choose the correct program. 

 

7. Using your Program Completion Guide, add three (3) 

classes and click “Submit”. 

 

 
8. Enter the semester you intend to take the courses 

you have added by using the drop down menu as 

indicated below and clicking on ‘Submit’. 

 
9. Confirm placement of courses on the planning 

worksheet.  Continue to add other coursework until 

all courses from your Program Completion Guide 

have been entered by clicking “Submit” and 

repeating the process. 

 

 
 

10. Once you have entered all of your coursework, click 

“E-Advisor Home” at the top right of the screen. 

 

 
 

11. To verify that you have completed your entire E-

Advisor Plan, click on “Program Evaluation”. 
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12. Select your degree and then choose “All (includes 

planned)” in the dropdown menu, then click 

‘Submit’. 

 

 
 

13. Verify that all coursework has been planned.  

Planned courses are indicated by PL or PLR.  If a 

section has a line and “1 course needed”, then you 

will need to return to “Create/Add to Worksheet” to 

finish planning your coursework.  Click “OK” to exit. 

 

 
 

14. If you need to change semesters or remove courses 

from your worksheet, click on ‘Modify E-Advisor 

Worksheet’.  

 

 

15.  Confirm your program of study by clicking ‘OK’. 

 

 
16. Change the ‘Planned Term’ by using the drop down 

menu OR click ‘Remove’ to the left of the course and 

then click ‘Submit’. 

 

 
17. If you need help at any time, click on the ‘E-Advisor 

Planning FAQs’ on the E-Advisor Home page. 

 

 
 

Helpful Hints 

 

1. Complete your plan in-full for your entire degree 

prior to contacting your Faculty Advisor. 

2. Remember to check course prerequisites by 

clicking on the blue hyperlinked course titles to 

ensure proper course sequencing. 


