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Program Change/Declaration - Cancel a Submitted Request (Student)

Location(s):
myNKU

Purpose: Perform this procedure when you want to review previously submitted Program
Change/Declaration requests or the cancel a submitted Program Change/Declaration request.

1. Loginto myNKU
2. Click on the Academics sub-tab

Student Self-Service

Iy 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 Chanoe/Declaration

4. Click on Undergraduate Form

+ Program Change/Declaration

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

Betore you begin the process to change your major, plesse note the: fallowing:

# If your current progratn is non-degree you must change your status to degree seeking through the application for adimission process
® If youare undeclared you must successtully remediste your restrictions. For more informstion please contact your advisor in the Academic Advising Resource Center at (359) 572-5900.

Instructions for the Program ChangeiDeclaration forms:

= CURRENT STUDEHTS must meet the change of major criteria a= oullined st hitp /nkuonline. nku.edulindergraduste/catalog biml. Once the criteria are met, they may submit a request for a change of major online through
myMKL

Complete the e@ oracusate Procram Changemec\arm@ your recuest through myhKLU

Once submitted, the reguest must be approved by the department of the requested major in order to verify that the proposed program satisfies all major regquirements and conforms to anticipsted departmental course
offerings.

HEWLY ADMITTED STUDENTS who have not vet recistered for classes and would like to change the major selected on the application for admission may request the chenge by cortacting the Office of Admission st
§58-572-5356.
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6. To view previously submitted program change/declaration requests, click on Previously
Submitted Requests
| Previously Submitted Requests |

7. Adialogue box will reflect all requests that have been submitted by the student, or by a

department chair or designated staff on behalf of the student
Change Program Request for Advisor ] B3

Overview of Previously Submitted Workflow Requests

Creation Date Creation Time  Work item text Status Creator Cancel Request
08152012 10:46:21 Program ChangeDeclaration Request for [ NN =~ =7:RTED  USEHPCMTEST14 ¥ Cancel
4 >

8. To stop a Change of Major/Declaration workflow with a status of STARTED, click Cancel and then

OK
Change Program Request for Advisor ] B3

Overview of Previously Submitted Workflow Requests

Creation Date  Creation Time  Work item text Status Creator Capcel Eequest
0aMSR0Z 104621 Program ChangeMeckaration Reuest for [ NN =7:~TED  USEHRCMTESTI4

Y
-

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