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Introduction 
 
The Colleague Student Self-Service Portal features several modules that focus on student success 
both academically and financially.  
 

Advising Holds 
If you have a hold on registering, it may be an academic hold or a financial hold. Before you can 
register for classes, the hold must be removed. Check with your advisor for academic holds, 
check with the bursar for financial holds. 
  

Student Planning Module 
Students are required to meet with their academic advisor to secure the required permissions to 
register for classes at their specified times each fall and spring terms. Advisors remove advising 
holds by selecting “Advisement Complete.”  Before registering for classes, students will be 
required to have their “Advisement Complete” prior to every registration period.  
 

Features  
 

1. Students will set a plan with their academic advisor for their academics at Lincoln 
University 

2. View the course catalog 
3. Set a timeline/calendar of courses for each term schedule 
4. View grades by term 
5. View and print an unofficial transcript 

 

Instructions for Advisors 
Advising Module 

1. Log in to the Student Self-Service Portal – luselfservice.lincoln.edu 
 

2. The advising module on your portal/dashboard is where you will access advisee 
information.  

 
 
 
 
 

https://lincoln-ss.colleague.elluciancloud.com/Student/Account/
https://lincoln-ss.colleague.elluciancloud.com/Student/Account/
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3. To begin working with an advisee, search for the student by name or ID. Recent 
advisee search will appear in this area. 
 

 
 

4.  Review your advisee’s academic record and begin the planning process 

 
 

5. Advisee details will display all information for each advisee. The menu will look like 
this 
 
 

 
 

https://www.dropbox.com/preview/StudentPlanningImages/viewstudentdetails.png?context=browse&role=personal
https://www.dropbox.com/preview/StudentPlanningImages/viewstudentdetails.png?context=browse&role=personal
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Advisement Complete and Review Complete 
1. Two buttons display on all advisee pages: 

  

  
 

2. Review and Complete: When selected, the date the student’s course plan was 
reviewed and archived appears under the button. 
 

3. Advisement Complete: When selected, the date the student’s “advising hold” was 
lifted appears under the button 
 

 
Course Plan 

1. In this area, select the term.  
 

 
 

2. Also, in this area are sub-selections of “List” or “Calendar.”  The buttons of 
“Approve” and “Deny” will be gray. We are not using this functionality to approve 
or deny every class a student is interested in. 

https://www.dropbox.com/preview/StudentPlanningImages/advisementcompletebutton.png?context=browse&role=personal
https://www.dropbox.com/preview/StudentPlanningImages/advisementcompletebutton.png?context=browse&role=personal
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3. If selecting “Calendar,” advisors will see a full schedule showing days/times/courses 
that the student is registered for. Advisors will see credits that are “Planned, 
Enrolled, and Waitlisted” for the upcoming term.  

 
Timeline 

1. The Timeline tab will show the student’s academic plan, term by term. Students or 
advisors can add terms to the plan. If sections of courses have not been established 
yet, students get more specific days/times when the term course schedule is 
available.  
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Progress 

1. The Progress tab contains the enhanced degree audit and all program information 
for a student. This includes major GPA, cumulative GPA, catalog year, and all 
requirements programmed in the degree audit. You will see a visual representation 
of total credits earned, credits planned, and credits outstanding to reach 120.  
 

 
2. The enhanced degree audit tool is exact and is viewable by students and advisors. 

By scrolling through the student’s progress, all degree requirements will be 
displayed including General Education Requirements, Major Requirements, Writing 
Proficiency Requirements, and credits to distinguish between a BA and BS degree. 
The status area is color-coded for Completed, Registered, or Planned. Advisors and 
students can select “Search” to select another course to fulfill the requirement.  
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Course Catalog 

1. You can view the course catalog within your portal, within the advisee details page, 
or you can view the course catalog by visiting lucourses.lincoln.edu.  

2. The Course Catalog tab displays all active courses. You will select the term. Then, 
search specific parameters for courses (subject, days of the week, location, 
academic level, time of the day. 

 

https://lincoln-ss.colleague.elluciancloud.com/Student/Courses
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3. After you search, you can filter your search. (e.g., availability, location, instructor, 
academic level, course level).  
 

 
4. To open the course section details, click on the section name.  
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5. When you open section details, an area displaying course description, course dates, 
and seats available will be displayed. An Advisor or Student can then select “Add 
Section” in order to plan the course. By returning to “Course Plan” = the course can 
be registered for or a section selected. This is an important step. 

 
6. The  Note tool serves advisors and students. A note may be composed to track 

decisions and communication during advising appointments.  Very Important: Notes 
are viewable by student and advisor. They are NOT confidential and CANNOT be 
erased.  This function allows students to track their academic plans and be 
reminded to discuss these plans with advisors.  

 
 
 

  
 
Plan Archive 

1. A plan for a student will be archived each time the button “Review Complete” is 
selected. By selecting the review complete button, the advisor will be prompted to 
archive the course plan. As a best practice, select “YES” each time. The Plan Archive 
area will display all previous plans. Note: Students do not have access to their 
archived plans, it is a document that advisors may provide during advising sessions. 

https://www.dropbox.com/preview/StudentPlanningImages/Notes.png?context=browse&role=personal
https://www.dropbox.com/preview/StudentPlanningImages/Notes.png?context=browse&role=personal
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A plan is a record of coursework without grades. It serves as a course check-list for 
students as they plan their terms.  

 
Test Scores 

1. Admission Test scores and Placement Tests (as applicable) are located in the Test 
Scores tab.  

 
Grades 
In the grades tab, advisee grade reports are visible. By term along with term GPA. Each 
term expands to display the full course schedule with grades. Note: Transfer credit is not 
visible in this area. Transfer credit is viewable in the student’s degree audit.  
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Petitions & Waivers 
This section is read only. Petitions and waivers will continue to follow current university 
procedures.  

 
 

 
 
 

 
 
 
 


	Introduction
	Advising Holds
	Student Planning Module
	Features

	Instructions for Advisors
	Advising Module
	Advisement Complete and Review Complete
	Course Plan
	Timeline
	Progress
	Course Catalog
	Plan Archive
	Test Scores
	Grades
	Petitions & Waivers

