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Program Change/Declaration

Undergraduate degree seeking students are able to submit a request to add, change, or delete a
specialization (major, minor, focus, and certificate/certification) from their myNKU portal. 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 on the Academics sub-tab
Student Self-Service

My Info My Records < Academics >

3. Click on Program Change/Declaration on the left-hand side
= Overview

Online Registration

My Class Schedule

Enroliment Verification
Book Orders

Apply for Graduation

Proaram Chanae/Declaration

4. Review the information on declaring or changing a major carefully before proceeding
5. Click on Undergraduate Form

~ Program Change/Declaration

6. Click on Undergraduate Program Change/Declaration form
Undergraduate Program Change/Declaration

Bisfore you begin the process to change your major, pleass note the following:

® If your current program is non-degres you must change your status to degree seeking through the spplication for admission process
 If you are undeclared you must successiully remediate your restrictions. For more infarmation please contact your advisor in the Academic At

Instructions for the Program Changel/Declaration forms:

* CURRENT STUDENTS must meet the change of major criteria as outined st hitp:finkuoniine nku sdu/nderdr s i, Once the criter
myhkU

Complete the electv(: Undderar eduate Program Change/Declaration Furm}uzmn your request through myNKU

7. Options are to add, change, or delete a major/minor/focus or certificate/certification

Majors (#) Add Major I

Program Major rity
i} ch Delete
BA-AS  BAinCollege of Arts & Sciences English Major Undergraduate Major ange > j ﬂ
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Add a Specialization

1. Click Add Major or other relevant ‘Add’ button(s)

Majors | (#) Add Msjor )

Program ajor Pricrity

BZ-A%  BSin College of Ans & Sciences Engineering Pre-Major Undergraduste Pre-hajor PhaS 1 f ﬂ'

Minors | (+) Add Minor |)

Prograim Mirots Pricrty

E‘ The table does not contain any data

Cancentrations [ () Add Concertration

Program Concentration PrICFTY

@ The takle does not contain any data

Certificate /Certifications @ CertificateiCertification 1)
L —

Program Cerificate/Certification Priority

m The takle doss not contsin any dats

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

Add Major

Type of Degree:

Acacdemic Area of Interest: || -

@ Bachelor  Associate

Accounting Major

Accounting Pre-Major

Arthropology Major

Arthropology Major BA

Art Education Pre-Major

Athletic Training Education Pre-kajor

ii. Select a level or track, if applicable

Type of Degree: (& Bachelor ) Azzociate

Please check vy

Add Major

Type of Degree:

Academic Area of Interest: | Economics hajor [=]

Lewel ar Track: z

International Track @ el , Track , or Emphasis is required.;
Applied Track

Social Science Track

(@ Bachelor  Associate

Academic Area of Interest: [Becounting Pre-Major [=]

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.

Rev: 8/11/2016
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b. When adding a Minor or Focus, use the dropdown to make the selection and click OK

C.

Concentration: [|

Afro-Ametican Studies Area of Conc D
Arthropology Area of Concentration

Archaeology Area of Concentration

Art Histary Ares of Concentrstion

Biological Sciences Area of Conc

Black Studies Area of Concentration

Business Administration Ares of Conc

Business Informatics Area of Conc
CellularMalecularGenstics Ares ﬁnnc E

(oK) cancel |

(]
Accounting Ares of Concentration

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?

Acacdemic Area of Interest:

Certificate in Civic Engagement (L)

Certificate in FamilyiChild Dew (L)

Certificate in Freedom Studies (LN

Certificate in Geographic Infa Sys (LD

Certificate in Global Ctizenship (L)

Certificate in Information Sys Mot (LD

Certificate in Information Sys Mot (LD

Certificate in Marketing Research (L) E

( |T?,.! )
Certificate in Architectural Draft (U] Na,

Certificate in Business Informatics (L)

e [ /| Bachielor Degree Earned?

Academic Area of Interest: |

Rev: 8/11/2016

Cettificate in Accourting-CPA Track (L)
Certificate in Entrepreneurship (LY
Certificate in Financial Planning (L)
Certificate in General Accounting (L)
Certificate in General Finance (L)
Certificate in Information Sys Dey (LD
Certificate in Information Sys Dey (LD
Certificate in Sports Business (L)
Certificate-Applied Eca Puklic PDW

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

Majors (4 A Major
Program Majar Priority

BS-AS BT in College of Ats & Sciences Engineeting Pre-hajor Undergraduste Pre-hsjor Prad 1 ﬁ ﬁ'
B5-INF - B% in College of Informatics Business Informatics Major Undergraduate Major sl ﬁ ﬁ'
Minors () Add Minar
Program Minars Priority

BZ-A5  BSinCollege of Arts & Sciences Buziness Administration Minar Unclergraduate Minor TAlM g ﬁ'
Concentrations (+) Add Concentration
Program Concentration Priority

E The table does not contain any data

Certificate / Certifications (#) Add Certificate/Certification
Program CetificaterCerification Priority

E] The table does not contain any data

==
Previous ((Mext ) Previously Submited Requests
~——

3. Review requested additions

Rev: 8/11/2016

Overview of Programs Before Changes
Pricrity
PMAJ  Undergraduste Pre-Major 1

Program

B=-A%  BSin College of Arts & Sciences  Engineeting Pre-Major

Querview of Requested Program Change

Program Pricrity
B=-AS  BSin College of Ants & Sciences  Engineering Pre-Major Undergraduate Pre-Major - PMAL 1
B=-AS  BSin College of Ants & Sciences  Business Administration Minor  Undergraduate Minor Bl 1
BZ-MF - BS in College of Informatics Buziness Informatics Major Undergraduate Major [ E |

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.

If changes are needed click Previous and edit as needed; if everything is accurate click Submit

|4 Previous || Submit P|

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

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

Previous || Submit

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

©2012 Office of Information Technology 7
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Change a Specialization

1. Click relevant Change button(s)

Majors [ () Add hsjor
Program dajor Priotity

B=-BM  BSin College of Business PACE Business Adminiztration Pre-Msjor Uncergraduste Option OFT 1

BS-BM  BSin College of Business Buziness Administration Pre-Major Undergraduate Pre-Major FhLd 1 ﬂ'
Minors [ () Add Winor
Program Minors Priarity

B=-BM  BSin College of Business Business Administration Minor Unidergraduste Minor I 1 ﬂ'
Concentrations [ (#) Aol Concentration
Program Concentrstion Priotity

E‘ The table does not contain any data

Certificate / Certifications [ ) Add Certificate/Certification |
Program CetificateCertification Priotity

E| The table does not contain any data

a. When changing 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 Dedgree: (* Bachelor 0 Associate

Academic Area of Interest: || -
Accounting Major

Accounting Pre-Major

Arthropology Major

Arthropology Major BA

Art Education Pre-Major

Athletic Training Education Pre-kajor

ii. Select a level or track, if applicable

Type of Degree: (& Bachelor ) Azzociate

Academic Area of Interest: | Economics hajor [=]

Lewel ar Track: z

International Track

Pleaze check vy \\L: el , Track , or Emphasis is required

Applied Track

Social Science Track

Add Major =

Type of Degree: (& Bachelor ) Azzociate

Academic Area of Interest: [Becounting Pre-Major [=]

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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iii. When changing a Minor or Focus, use the dropdown to make the selection and

click OK
Add Concentration E m
Concentration: || Cl
Accourting Ares of Concentration
Afro-American Studies Ares of Conc l:l

Arthropology Ares of Concentration

Archaeology Avea of Concentration

Art History Ares of Concentration

Biological Sciences Area of Conc

Black Studies Area of Concentration

Business Administration Area of Conc

Business Informatics Ares of Conc
CellularoleculariGenetics Ares of Conc E‘

(oK) Cancel |

b. When changing 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 (U] Na,

Certificate in Business Informatics (L)
Certificate in Civic Engagement (L)
Certificate in FamilyiChild Dew (L)
Certificate in Freedom Studies (LN
Certificate in Geographic Infa Sys (LD
Certificate in Global Ctizenship (L)
Certificate in Information Sys Mot (LD
Certificate in Information Sys Mot (LD
Certificate in Marketing Research (L) E

> /| Bachelor Degree Earned?
Mcademic Area of Interest: [| ( |]'-H ,
Certificate in ACCOUMing-CPA Track (U1 N

Certificate in Entrepreneurship (LY

Certificate in Financial Planning (L)
Certificate in General Accounting (L)
Certificate in General Finance (L)
Certificate in Information Sys Dey (LD
Certificate in Information Sys Dey (LD
Certificate in Sports Business (L)
Certificate-Applied Eca Puklic PDW
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2. After changing specialization(s), click Next

Majors () Add Major
Program Msjor Pricrity

B=-A%  BSin College of Arts & Sciences Biological Scignces Major BS Undderaraduste Major 1 P ﬂ ﬁ'
B=-A%  BSin College of Arts & Sciences EcologyEvalation/Organismal Track Uniddergraduste Option OFT

Minors () Add Minor
Program irors Pricrity

B=-A%  BSin College of Arts & Sciences Evalutionzry Studies Minor Unddergraduste Minor I ﬂ ﬁ'
Concentrations (+) &dd Concentration
Program Concentration Pricrity

E The takle does not contain any dats

Certificate /Certifications [ () Add Certificate/Certification |
Program CerificateCertification Pricrity

E The takle does not contain any dasts
P
Previous q Mt D Previously Submited Recuests |

3. Review request

Overview of Programs Before Changes

Program Pricrity
MaJ  Undergraduste Major 1
B=-BM BS in College of Business  Business Administration Minor MM Undergraduate Minor 1
B=-BM BS in College of Business  Marketing Minor MK Undergraduate Minor 2

B=-BM BS in College of Business  Entrepreneurship Major

Overview of Requested Program Change

Program Pricrity
Undergraduate Major MAL 1
B=-BM BS in College of Business  Business Administration Minor  Undergraduste Minor MM A1
Undergraduate Minor  WMIN 2

B=-BM BS in College of Business  Entrepreneurship Major

B=-BM BS in College of Business  Accounting Minor

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.

4. |If edits are needed click Previous and edit as needed; if everything is accurate click Submit

|1l Previous || Subrmit Ir|

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

Congratulations! ¥ou have successtully submitted a request to change your program of study.
Addittional information will be sent ta your MU email.

Previous || Submit

6. Student will receive an email stating the Program Change/Declaration workflow has started for
changing of the specialization(s).

Rev: 8/11/2016 ©2012 Office of Information Technology 10
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Delete a Specialization

1. Click relevant Delete button(s)
Program
BS-IMF
BS-BM

B= in College of Informatics

BS in College of Business

Minors

Program

B=-BM  BSin College of Business

ajor
Buziness Infarmatics Major

Accounting Major

hinors

Buzinesz Administration Minor

2. After deleting the specialization(s), click Next

Majors

Program
B3-Bh

Major
BSin College of Business
Minars

Program Minots

BS-BM BZin College of Business

Concentrations

Program

m The takle does not cortain any data
Certificate / Certifications

Program
m The table does not cortain any data

e
Previuus(| ext b”)reviuusly Submitted Reguests |
~—=

3. Review requested changes
Overview of Programs Before Changes

Program

B=-IWNF - BZin College of Informatics  Business Informatics Major
B=-BM B= in College of Business

B=-BM B= in College of Business

Overview of Requested Program Change

Program
B=-BM B= in College of Business  Accourting Major
B=-BM B= in College of Buziness  Business Administrstion Minor

Accounting Major

Business Adminiztration Minor

Accounting hajor

Business Administration hinor

Concentration

CettificatesCertification

Undergraduate hajor

Undergraduste Minor

Priarity
Undergraduste Major Mo 1 b
Undergraduate Majar Mad £ \
(+) Add Minar
Priarity
Undergraduate Minor MM 1 &
Priority
Mal 1 g
Priarity
MM 1 i |
Priarity

Undergraduate Major
Undergraduate Minor

() Al Certificate/Certification

Priority

Priority

AL Undergraduate Major 1
AL Undergraduate Major 1
MM Undergraduate Minor 1

Priority
M 1
Mk 1

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

Congratulations! You have successfully submitted a request to change your program of study.

4,
|< Previous || Submit P|
5.
will be shown
Addditional information will be sert to your NEU email.
Previous || Submit
6.

deletion of the specialization(s).

Rev: 8/11/2016

If edits are needed click Previous and edit as needed; if everything is accurate click Submit
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After the request is submitted, an informational message stating the submission was successful

Student will receive an email stating the Program Change/Declaration workflow has started for
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Cancel a Request

1. To view previously submitted program change/declaration requests, click on Previously

Submitted Requests
| Previously Submitted Requests |

2. Adialogue box will reflect all requests that have been submitted by the student, or by a
department chair, advisor, or designated staff on behalf of the student
Change Program Request for Advisor m] B3
Overview of Previously Submitted Workflow Requests
Creation Date  Creation Time  Work item text Status Creator Cancel Reguest
OEMS2012 104621 Program Change/Decaration Request for ||| | | | I -~cc UsEHPCMTEST14  ©F Cancel
4 3
E3
3. To stop a Change of Major/Declaration workflow with a status of STARTED, click Cancel and then

Rev: 8/11/2016

OK

Change Program Request for Advisor m] B3

Overview of Previously Submitted Workflow Requests
Creation Date  Creation Time  Work item text Status Creator Cancel Request

05HSI2012  10:4E:21 Program Change/Dectaration Request for (|| | | I ='-~1cC UsEHPCMIEST14

-

3
‘OK’

N

Note: If the status column states that a request is COMPLETED, the request has been completely
processed and no Cancel link will appear; once a request is cancelled successfully, a status of
CANCELLED will display.

©2012 Office of Information Technology 12
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Student Workflow

Read information located on Program Change/Declaration landing page

After reading the information carefully, click on the Undergraduate Form on
the left-hand side

Student, or advisor on behalf of student, submits program change/declaration
request electronically to specific department(s)

Specific department(s) receives the request

Student meets with advisor in new department if necessary

If approved, request will be sent to
Office of the Registrar for processing

If denied, request will be stopped

Office of the Registrar receives the approved request

If information is outdated or incorrect,
submission will be denied and request
will be stopped

If all information is current and accurate,
the submission will be processed

Rev: 8/11/2016 ©2012 Office of Information Technology 13
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Additional Information Links

Undergraduate Catalog
http://nkuonline.nku.edu/undergraduate/catalog.html

Advising Information
http://registrar.nku.edu/Registration/Academic Advising.html

Norse Advising Center (formerly AARC)
http://advising.nku.edu/

Office of Admissions — Undergraduate Majors (domestic)
http://admissions.nku.edu/majors.html

Office of International Students and Scholars — Undergraduate Majors (international)
http://oiss.nku.edu/index.php

Office of Graduate Programs — Graduate Students
http://gradschool.nku.edu/

Salmon P. Chase College of Law — Law Students
http://chaselaw.nku.edu/

Rev: 8/11/2016 ©2012 Office of Information Technology

14


http://nkuonline.nku.edu/undergraduate/catalog.html
http://registrar.nku.edu/Registration/Academic_Advising.html
http://advising.nku.edu/
http://admissions.nku.edu/majors.html
http://oiss.nku.edu/index.php
http://gradschool.nku.edu/
http://chaselaw.nku.edu/

