Program Change/Declaration - Add Specialization (Faculty/Staff)

Location(s):
myNKU

Purpose: Perform this procedure when you need to add a specialization (major, minor, focus, and
certificate/certification) on behalf of a student. This electronic procedure is available to undergraduate
degree seeking students. Non-degree seeking, graduate, and law students must complete a new
application for admission to the program of their choice, which must be reviewed and approved by the
Office of Undergraduate Admission or the new graduate or law program.

1. Loginto myNKU
2. Click Academic Advising tab
3. Enterin student name, student number, or username and click Go

ment SAP GUI for ERQ Student Administration Employee Self-Service Manager Self-Service Budget Planning Biller Direct Universal Worklist Academic Advising

Academic Advising > Overview > Work Overview

Student Quick Search

Search by Student Name/Number or NKU Username

_> Enter Student Name/Number:
OR

—] Enter Student NKU Username

4. From the You Can Also dropdown, select Program Change/Declaration Request
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5. Click Add Major or other relevant ‘Add’ button(s)

Majors (&) o | D
p

Program Iiajor Priority
B5-A5  BSin Colege of Arts & Sciences Enginzering Pre-Major Undergraduate Pre-Major PM&S 1 ﬂ'

I

Minors [ (+) Add Minor
S———

Program Minors: Priotity

[3] The takle does not cortain any data

Cancentrations [ (+) &cd Concertration

Program Concentration Frory

|I| The takle does not contain any data
Certificate / Certifications q 52 Add CertificateiCartification >
Program Certificate/Certification FIOFIEY
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a. When adding a Major, select Bachelor or Associate
i. Click the dropdown to choose from the available academic areas of interest for
the degree selected

Type of Degree; (« Bachelor ) Associste

Acacdemic Area of Interest: || -
Accounting Major
Accounting Pre-Major

Arthropology Major

Arthropology Major BA

Art Education Pre-Major

Athletic Training Education Pre-kajor

ii. Select alevel or track, if applicable

Type of Degree: (& Bachelor  Associate

Academic Area of Interest: [Economics Major [=]

Lewel or Track: z

Internationsl Track

Please check v E el | Track , or Emphasis is required :
Applied Track

Social Science Track

Add Major ] B3

Type of Degree; (» Bachelor ) Associate

Academic Area of Interest: |!ﬂ\ccourrting Pre-hiajor |v|

Note: Not all majors have available Levels or Tracks, and they are not always required
even if available. Consult the undergraduate catalog to determine the requirements for
the program of choice.
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b. When adding a Minor or Focus, use the dro

Add Concentration E

Concentration: |

Accounting Area of Concentration
Afro-American Studies Area of Conc

(I

Anthropology Area of Concentration
Archaealogy Area of Concentration
At Histary Area of Concentration
Biological Sciences Area of Conc
Black Studies Area of Concentration
Business Administration Ares of Conc
Business Informatics Area of Conc

@

CellularMalecularfGenstics Ares of Conc E

(oK) cancel |
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pdown to make the selection and click OK

c. When adding a Certificate/Certification, indicate if a bachelor degree has already been
earned for an accurate list of choices to be populated. Use the dropdown to make the
selection and click OK

e [ | Bachielor Degres Earned?

Academic Area of Interest:

Certificate in Architectural Draft (L)
Certificate in Business Informatics (L)
Certificate in Civic Engagement (L)
Cerificate in Family/Child Dey (LD
Certificate in Freedom Studies (L)
Certificate in Geographic Info Sys (L)
Certificate in Glabal Citizenship (U)
Certificate in Information Sys kgt (L)
Certificate in Information Sys kgt (L)
Certificate in Marketing Research (L)

@

-]

P> /| Baichelor Degree Earned?

Academic Ares of Interest:

Certificate in Accourting-CPA Track (L)
Cerificate in Entrepreneurship (LD
Cerificate in Financial Planning (L
Cerdificate in General Accounting (L
Cerdificate in General Finance (LI
Cedificate in Information Sys Dev (LD
Certificate in Information Sys Dev (LD
Certificate in Sports Business (U)
Cerificate-Applied Eco Public Pnli}uﬂ.&

@
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6. After adding specialization(s), click Next

Majors (#) Add Major
Program ajar Priarity

B5-A% BSin College of As & Sciences Enginesting Pre-major Undergraduate Pre-Major PRsS 1 f ﬂ'
BS-INF - BS in Colege of Informatics Business Informatics Major Undergraduate Major h2. f ﬂ'
Minors (%) Addd hinor
Program Minars Priarity

BZ-A5  BSin Colege of Arts & Sciences Businesz Sdministration Minor Undergraduate Minar Y] & ﬂ'
Concentrations (+) Add Concentration
Program Concentration Priarity

B The table dogs not cortain any data

Certificate /Certifications [ (#) Add CertificateCertitication |

Program Cetificate/Certification Priarity
E The table does not cortain any data

S
Previous q Mext b H Previously Submitted Reguests |

7. Review requested additions
Overview of Programs Before Changes
Program Priarity

BZ-AS BS in College of Arts & Sciences  Enginesring Pre-Major - PRMAJ  Undergraduste Pre-Major 1

Overview of Programs Before Changes
Program Priarity

BZ-AS BS in College of Arts & Sciences  Enginesring Pre-Major - PRMAJ  Undergraduste Pre-Major 1

Note: These screenshots are seen on the same screen. The first screenshot is on the left and the
second screenshot with the additions is on the right.

8. If changes are needed click Previous; if everything is accurate click Submit

|4 Previous || Submit P|

9. After the request is submitted, an informational message stating the submission was successful
will be shown

Congratulations! ¥ou have successtully submitted a reguest to change yvour program of study.
Additional information will be sent ta your ML email.

Previous || Submit

10. Student will receive an email stating the Program Change/Declaration workflow has started to
add a specialization(s).

12/04/2012 ©2012 Office of Information Technology 4



