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Welcome to WebAdvisor for Students! 

 
 
WebAdvisor is an online tool that allows students to access their curriculum information via the 
internet.  Using WebAdvisor, students can do the following tasks from most computers that 
have internet access: 

 
 Check student grades each semester once posted 
 Check your program evaluation 
 Register for classes 
 View your unofficial transcript 
 View your semester schedule 
 View your business office account 

 

Be aware that IE 8.x does not support WebAdvisor at this time.  Browers that will support it are 
listed on the login page. 
 
Computer Labs on the RCC campus are available for students to access WebAdvisor if you do 
not have internet access or are unable to access the web site at home. 
 
Getting Started:  Setting up Your WebAdvisor Student Account: 
 

1.  Click on the “WebAdvisor” toolbar on RCC’s homepage:  www.richmondcc.edu 
 

2.  Click on “What’s My User ID?” to obtain your user name. Once you receive your 
username, click “OK,” then click the “main menu” toolbar at the top of the page. (Your 
User Id will be the following:  first name initial, middle initial, and last name—no commas, 
all lower case.  Example:  Wanda B. Watts – wbwatts) 

 

3.  Click on “What’s My Password” to obtain a temporary password for your WebAdvisor 
account.  This password will be sent to your RCC student email account.  Once you have 
requested it, open up another internet session and login into your email account.  The 
message you will receive will be similar to the following: 
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4.  Once you have retrieved your temporary password, return to the WebAdvisor screen.  Login 
using your username and temporary password.  You will then be prompted to change your 
password.  Use the temporary password as your current one and then enter your new 
password.  Passwords must be 6-9 characters long, within the first 6 characters you must 
have at least one alpha and one numeric character.  This is your security code for your 
confidential information.  Do not share your password with anyone. 

 
5.  When successfully logged into WebAdvisor, you will see a screen with the menu items.  The 

screen will also welcome you with your first name---that is how you know you are 
successfully logged in to your personal account.   Example: 

 
 
 
 
 
 
 
 
6.  To access information, click on the “Student” toolbar.  You may have to scroll down the 
screen to see it.  Example: 
 
 
 
 
 

 
 
 

 
 

You’re connected to WebAdvisor! 

Click on the blue box 
labeled Students. 
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Student Menu Options 

 
Currently the option page looks like the example below.  We are in the modification stage and may change in 
the near future. 

 

 
 

Options that are currently available include: 
 
٭   Account Summary 
 Account Summary by Term ٭ 
 Search for Sections ٭ 
 Register for Sections ٭ 
 Register and Drop Sections ٭ 
 Grades ٭ 
 Grade Point Average by Term ٭ 
 Transcript ٭ 
 Program Evaluation ٭ 
 Test Summary ٭ 
 My class schedule ٭ 
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How Do I Access Each Option? 
 
 

View Student Transcript 
 

Select “View Student Transcript” from the student menu and then choose  “CU Transcript” for Transcript Type.  
Then, click “Submit”.   A list of grades as well as your cumulative GPA will be displayed.   
 

 
 
 

View Student Schedule 
 

Select “My Class Schedule” from the Student’s Menu.  Select the Term in which you wish to view schedule and 
then click “Submit.”  Your schedule will be displayed.  Course sections as well as meeting times and rooms will 
be displayed.   
 

 
 
You may click on the highlighted Course Name and Title to get a description of the course. 
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Evaluate Program 
 

Select “Program Evaluation” from the Student Menu.  Select the program you want to have the evaluation 
process.  Only programs leading to a certificate, diploma or degree will have an evaluation. 
 

   
 
If you wish to create an EVAL for a prospective program, use the drop down menu to select the desired 
program (Do not select a current at the top if you are using the “what if” feature.). Then, click “submit.” 
 
A program EVAL will display showing what you a have credit for and what you would need to complete the 
prospective program.  If you wish to change to this program, then you must see a counselor in Student 
Development to officially do so. 

 
View Student Test 

Summary 
 

Select “Test Summary” 
from the Student’s Menu.  
All test scores will be 
displayed. 
 
 
 
 

 

Special Credit, Dual Enrollment, Huskins, or 
General Education/Nursing Concentration 
will not have an evaluation.  There are no 
evaluations for CONED either. 
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Registration Process Option 

 
On the Student’s Menu there are four options for registration:  Search for Sections, Register for Sections, 
Register and Drop Sections, and Manage My Waitlist.  Currently RCC does not participate in Waitlist, 
therefore, that option will not work.   

 
Search For Sections 

 
This option actually does what it is named—search for sections.  You have to include at least two variables on 
the search page for sections to populate.   
 

 

Always populate the Term.  Click on the  box to retrieve the allowable terms for registration.  Then either 

populate the Academic Level to CU or choose a subject from the Subjects box using the same  to get a list of 
subjects allowed.   Click on the Submit button and list of courses will appear.  This is used mostly to see what 
courses are available. You cannot select a course to register in this screen. 
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Search and Register 
 

The “Search and Register” option allows you to search for sections and then register the selections.  This is used 
if you have not gone to www.richmondcc.edu and retrieved the schedule to determine course selection or 
completed at search by the above process.  Select “Register for Sections” from the Student’s menu.  Then 
choose the option Search and Register.  Again you need to populate at least two areas for the process to work.  
Remember to always populate the term and then you most likely choice for the other. 
 
For example, selecting the term and then the subject Economics will generate the following: 
 

 
 
If you see a class you want to take, place a check in the Select box beside the class.  Click on the submit button 
at the bottom of the screen and your class goes to another screen: 
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You will see that the section chosen is now under Preferred Sections.  You must select an Action—RG to 
register and then submit this information by clicking the submit button at the bottom of the screen.  Once 
submitted you will either get a message that the class has been registered or if there is a problem with the 
registration, you will get an error message, such as pre/co requisites not met.  

 
 
Note above:  The following request(s) have been processed. 
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Express Register 
 

The “Express Register” option will allow you to register using the subject/course/section number combination.  
This option is ideal when a course lookup is not necessary.  For example, this option may be used when you 
already know what course and section you prefer. 
 
Select “Express Register” from the Register Sections page. 
  

 
 
 
 
You will be registered once you click “submit.”  This is similar to the method your advisor uses when they enter 
your schedule in the computer system manually. 
 

Drop Section 
 

IMPORTANT:  Before dropping and/or adding any course(s) that you are currenly registered for (payment 
has been made), please note the following: 
 

Changes in your schedule after payment has been made may result in a tuition refund.  
Courses dropped before classes begin result in 100% tuition refund.  The student is 
responsible for completing a Change in Registration form (located in Student Development) 
and turning it into the Registrar’s Office before classes begin in order for the refund to be 
processed.  Refund forms are sent to the Business Office for final processing after the tuition 
refund period ends. 
 
If you add a course after Early Payment, you must make sure payment is made before 
classes begin in order to avoid the deletion of all courses from your schedule.  One unpaid 
course will flag your schedule as non-paid and it will be deleted in the administrative 
process. 
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Select “Register and Drop Sections” from the Student’s menu.  
 

 
 
Select any courses you wish to drop from your schedule under Current Registrations.  Click “submit” to drop 
the course.   
 
NOTE:  This feature will only allow courses to be dropped prior to the Late Registration day.  All registrations 
and changes will then have to be completed in person on campus. 
 

Questions?  Problems? 
 

On the main page of WebAdvisor at the top right corner you will see “Contact Us”.  If you have difficulties while using 
the system, please click on this link.  It will take you to our “Help Desk.” 
 

 

The first time you use the Help Desk you will 
need to set up an account for it.  Just being 
logged into WebAdvisor doesn’t mean you 
have the Help Desk account. 
 
Simply click on New User. 
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Fill out the Registration Form.  Use your RCC email address for your response.  This is the email address that your 
answer will go to once someone has looked into the help desk ticket.  Notice the items that are required to be completed. 
 
We suggest that you use a password that you will remember.  It is appropriate for it to be the same password to either your 
WebAdvisor account or your email account.  Just so you will remember it. 
 
Once you have completed the Registration, you may log in to the Help Desk and submit your problem. 
 
You will receive an answer back via your email within 24 business hours. 
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Error Messages and Troubleshooting Tips 
 

“You are not eligible for 
registration” 

Currently enrolled students only are allowed to register in WebAdvisor for classes.  If 
you have become an inactive student (not enrolled for a fall or spring semester), you 
need to see a Counselor in Student Development, have your file updated with 
program, address, phone numbers, and other vital information.  You will be able to 
use WebAdvisor next semester to register. 

“Student does not have a 
current academic program” 

You are attempting to register without being in an academic program.  Have you 
graduated?  Have you changed your mind or become an inactive student?  See a 
counselor in Student Development to check on your admission status. 

“Must See Advisor For 
Registration Approval” 

Students must see their advisor to gain permission to register either regularly or in 
WebAdvisor.  Advising is an important function and students should always consult 
with their advisor to ensure that educational goals are being accomplished 

“Course section is restricted to 
a certain major” 

This course is restricted based on the student’s current major.  You cannot register for 
this section if this is not in your current major. 

“Course section is closed” The section you selected is full.  Review the schedule of courses and select another 
section with a status of OPEN. 

“Course section requires 
registration in (course)” 

There is a required matching course section (co-requisite) that must be registered with 
this course.  You must register for both sections. 

“Business Office Hold” Business Office Holds must be resolved prior to registering for courses.  You must 
contact a representative at (910) 410-1801 or in the Dewitt Building, top floor. 

“Library Fine Hold” You owe a library fine that must be resolved prior to registering for courses.  Contact 
a representative at (910) 410-1752 or visit the Conder Building. 

“Registrar’s Restriction” Contact the Registrar in Student Development or at (910) 410-1737. 

“Pre-Requisites have not been 
met” 

You have tried to register for a course that requires a pre-requisite.  If you have 
completed the pre-requisite at another college, please make sure that you have an 
official transcript mailed directly to the Admissions Office at RCC.  As soon as it has 
been received and documented, you will be able to register for the course. 
 

If you have not completed the pre-requisite, you will not be able to register for this 
course.  If you think there is an error, please complete a Help Desk ticket and it will 
be checked and a response sent back to you. 

“Pre-requisites partially 
complete” 

You have tried to register for a course that has multiple pre-requisites and they are not 
all complete.  You may not register for this course until they are completed. 

“Course has an optional co-
requisite” 

This can be ignored.  The co-requisite is optional. 

“You may not drop courses at 
this time” 

WebAdvisor processing of drops is not allowed.  You will need to complete a Change 
in Registration Status form, have your instructor to sign and indicate your last date of 
attendance, have your advisor sign the form, and submit it to the Registrar’s Office for 
processing. 

“No CE students in 
Curriculum Courses” 

Continuing Education students must apply to register in curriculum courses.  See a 
counselor in Student Development to start the admissions process. 

“Taking this course for 
Pass/No Pass is not allowed” 

RCC does not offer courses for pass/fail.  You will need to make a selection to 
“register” for the section or “remove from the list.” 

 


