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Getting Started with Self-Service 
What is Self-Service? 
Self-Service is our new student portal that allows students to plan out the courses in their academic 
programs, register for classes, request transcripts, check grades and many more functions. 

How do I log in to Self-Service? 
Logging in is easy. You will log in with your network user account (PCCAD).  This is the same log in 
you use to access your PCC email account.  

Need assistance?  Click here:  https://piedmontcc.edu/it/it-login-information/

What if I forget my password? 
If you forget your password, go to this link to reset it: https://reset.piedmontcc.edu/PasswordReset/ 

If you are unable to reset your password, or require additional assistance with your log in credentials, 
please call the student help desk at (336) 322-2300 or email studenthelpdesk@piedmontcc.edu. 

Logging into Self-Service 
You may access Self-Service from our homepage by clicking on “Online Tools”:  
www.piedmontcc.edu 

https://piedmontcc.edu/it/it-login-information/
https://piedmontcc.edu/it/password-reset-portal/
www.piedmontcc.edu
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Click on “Self-Service” to login. 

Click “STUDENT/EMPLOYEES” 

https://www.piedmontcc.edu/it/self-service/
SAClayton98
Stamp
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Self Service Landing Page 
When you first log in to Self-Service, the following landing screen will appear.  Click on “Student 
Finance” to view items such as tuition and fees, payments, financial aid that is pending or has been 
applied to your account and refund checks. 

Sign in with the same 
credentials you use 
for Blackboard, 
WebAdvisor, and 
your student email 
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Student Finance 
Account Details 
Click on any semester and the account activity for that semester will appear: 

This shows charges, 
payments, financial 
aid applied, refunds 

and balance 

Click here to expand 
and get more details. 

Click here to view 
your statement 
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Student Statement 
Below is an example of what a statement for a semester looks like. (Note that student information has 
been blacked out.)
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Setting Up a Payment Plan/Making a Payment 
You may set up a payment plan or pay in full by clicking on Student Finance, and then “Make a 
Payment” to pay your balance in full, or “TOUCHNET-View Account and make Payments” to set up a 
payment plan. 

Make a “one-time” 
payment 

Set up a payment 
plan 
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Tax Information (1098T form) 
At the beginning of the tax year when you need tax information for your status as a student you can 
access your 1098-T in the Tax Information page. 

Click “Tax Information” and the following screen will appear. 

Click on any tax 
year available to 

view your 
statement. 
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Financial Aid 
Click on the Financial Aid tab to view your financial aid details: 

FAFSA Application Status 
Once you enter the Self-Service Financial Aid page you will see a checklist at the bottom with the 
status of you FAFSA Application for the selected award year. 
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You can change your award year at the top of the screen to the school year you want to check on. 

Required Documents 
When you click on Required Documents, (see above screen shot) Self-Service will generate a 
complete/incomplete list.

2021/2022 Academic Year 
2020/2021 Academic Year 

2021/2022 Academic Year 

 

2021/2022 Academic Year 

 

21/22 HH Form 

21/22 Parent Signature 

Click on the Required 
Documents link to see 

what items are needed 
to move forward. 

21/22 Electronic Consent 
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Satisfactory Academic Progress (SAP) 
You can check your eligibility status on the Satisfactory Academic Progress page. 

To view PCC’s policy regarding satisfactory academic progress, please click here:  

Satisfactory Academic Progress Policy 

Bookstore funds 
View funds available at the bookstore: 

https://www.piedmontcc.edu/web/wp-content/uploads/2021/10/PP-Section-20-SAP.pdf
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Academics 
Click on “Academics” (academic cap icon) and the following submenu will appear: 
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Student Planning (search for courses, plan your terms, and register for classes) 

Click on “Go to My Progress”: 

This page shows the required courses that you need to complete your academic program. It also 
shows those classes that you have taken and those that you will need for your degree etc.  If you 
have questions about your progress check with your advisor. 

Click on Student Planning 
to expand the menu. 

Click on 
“Planning 
Overview” 
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Course Catalog 
Course Catalog only shows courses for the “active term” i.e., future terms that have been created. 
Also, the Course Catalog can be searched from the Self-Service landing page (no login required) or 
from inside your Self-Service Account. Same procedures apply. Below is how to search from inside Self 
Service. 

To check on courses offered Click on “Course Catalog” and the following will appear. 

Search for a 
specific course 

Note that you can search 
for a particular subject 

area here or click on the 
subject if you know it 

Click on “Advanced 
Search to open the 

following screen for more 
searching options 
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Shown below is an example advanced search result for the following criteria: Term (2022 Spring 
Semester), Course – AGR (Agriculture), & Location (Caswell County Campus)

You can search by 
term, course, day of 
week, location, etc. 
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Course Registration 
From the home screen, click “Student Planning”: 

Click “Go to Plan & Schedule”: 
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On this screen, you can search for courses and view your week at a glance for planned or registered 
courses. Please note: Planned courses are those you may plan to take and have loaded into your 
"cart", but your seat in the class is not secured. Registered courses are those that you've officially 
enrolled in for the upcoming term. 

On this screen you can filter results and search by different criteria as needed (subject, location, time, 
etc.). Click on "View Available Sections" to see results. 

Enter the 3-letter, 3-digit 
course code to see all 
available sections for a 

course. 

ENG-111 
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Once you are sure you have the correct section, click “Add Section”: 

Review once more and 
click “Add Section” if this 
is the correct selection. 

Confirmation “pop-up” 
message that the course 
has been added to your 

plan. 

Once you have added all your 
courses, click on the home 
button to get back to your 

planned schedule. 
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Click on “Student Planning”: 

Your selected course(s) will appear on your schedule as a bright yellow “planned course”.  Then click 
“Register Now”: 
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Your course(s) will then show in your schedule as a green scheduled course: 

How to Find Your Advisor 

Your Advisor 
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Grades 
Click on “Grades” (either link) to view your grades, by term, for every class taken at PCC. 
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Enrollment Verifications 
Students can request Enrollment Verifications in Self-Service. 

Course Section, Title, Final Grade, 
Midterm Grade and Credits are listed for 

each course by term. 
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On this screen you can add a request or see what requests are on file: 
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To add a new request, fill out the required information and click “submit”:

Once the request is received in the Records office, items are processed, printed, and forwarded to 
the designated recipient listed on the initial request. 
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Submitting Electronic Forms 
To submit a student change form or a class withdrawal form, click on “Electronic Forms (TEAMia): 

Class Withdrawal Request 
Click on the option to “Withdraw Class” 
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The list of courses you are registered for will display. Select the course you would like to withdraw from and click 
“CONTINUE”: 

The Class Withdraw Detail Screen will display. Most fields are pre-populated. You will need to enter 
the Withdrawal Reason from the drop-down selection (required) and click Save. 

Sally Student 

9999999 

Optional – enter any additional 
information you feel your instructor may 

need to know 
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Once you have saved the information, the confirmation screen will display. The withdrawal form has 
been sent to the instructor. To return to the home page, click on the PCC logo or click ‘here’. 

Once the request has been approved by the instructor, a confirmation email will be sent to your PCC 
student email address.  To view the status of your request, click My Open Withdrawal Requests link 
from the home page. 

To view the list of withdrawal requests and status of each, click on the view details icon. 

Change of Information Form (Address update, name changes, SSN, and change of major) 
Click Change of Information Request: 
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The request page will display the items to be completed. Click on the arrow beside “Enter 
Information” to create your request. 

Complete the necessary information on the form then click Save and Continue. 

Once you have 
completed the 
form, click the 

“SAVE AND 
CONTINUE” button. 

Click here 
to change 
the page 

size 

Click 
here to 
zoom in 
and out 
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If documentation is required, then click the arrow box beside “Upload Supporting Documentation.”

Click Browse or Drop File Here to upload the document. Once uploaded, click the Attach button. 

Once you have completed the form and uploaded the documentation, click the arrow box beside 
Send to Admissions to submit the request. 
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Transcripts 
Students have access to their official and unofficial transcripts through Self-Service. 

Official Transcripts 
PCC has authorized the National Student Clearinghouse to provide official college transcript ordering 
on the National Student Clearinghouse (NSCH) secured website.  Click on “Official Transcript”.  You 
will then be directed to the NSCH website to request your official transcript 

Click “Order Your Transcripts” and follow the prompts on the screen (you may choose to have your 
transcript sent electronically, mailed, or held for pickup – instructions are on this screen): 



Unofficial Transcripts 
Students may also access their unofficial transcripts through self-service at no charge.* 

*At the end of the 1-year period after separation from the college, you will not be able to access 
your unofficial transcripts through Self-Service. Students with deactivated user accounts may order 
official transcripts at a cost of $7.90 per copy.
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Click here to choose which 
transcript you want to view or print. 

This is reminder that you are 
viewing an unofficial transcript. 
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Course, Title of Course, Final Grade, Hours Attempted and Completed, Dates, Academic Standing 
are listed by term.  You can then download the .pdf to save or print. 

For additional assistance utilizing self-service, please contact Student Development at (336) 322-2159. 
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