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Self Service allows for advising to occur online when necessary or when additional communication is 

necessary. 

 

Students plan their courses (this can be done on their own or in consultation with a faculty 

member/advisor), and then send a “Request Review” to their advisor(s). 

 

 

Steps for student to request a review after planning courses: 
 

1. Log into Student Planning  

2. Select Plan & Schedule 

3. Choose the Advising tab 

4. Request Review (see below) 

 

Once the student has requested a review online, this message appears on their Self Service 

account: 

 

 

  

Advisors then receive an email (at their @keene.edu) with “Course Plan Review Requested” in 

the subject line. Additional information is found in the body of the email as shown below: 

 

 

 

 



Advisors also see this message when logged into Self Service and reviewing their list of 

advisees: 

 

Any student that has requested a review will be listed here. To see what they have planned 

for courses, choose “View Details” 

 

 

 

Approving courses/Required Advising 

When reviewing a student’s proposed plan, you can choose to approve or deny individual 

courses here: 

 

 

 

 

 

 

 

 

 

 

 

 

Please note: Approving individual courses does NOT release the required advising hold! 

 



If your advisee has required advising (look for the message in the top right-hand corner of the 

screen), you must release the hold by pressing the “Review Complete” button in the upper-

right corner: 

 

 

 

 

 

 

Once you have pressed the “Review Complete” button, the option to archive the plan 

appears: 

 

 

 

 

 

 

 

 

 

 

 

 

 

You are strongly encouraged to archive the student’s plan as part on an on-going record of 

your advising. To do so, press the “Archive” button. If you choose to archive, you receive the 

following message: 

 

 

 

 



You can than see whatever plans have been archived for your advisee by downloading the 

plan from the Plan Archive tab under Advising Overview for your advisee: 

 

 

 

Once you download the plan, each archived plan is in that single report, broken down by 

semester: 

 

 

What the student sees: 

Once the advisor has reviewed the plan, if individual courses were approved/denied, this is 

what the student sees: 

 

 

 

 

 

 

 

 

 

 

 

 



Remember! Individually approving or denying the courses does NOT release a required 

advising hold. You must click the “Review Complete” button! 
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