Advisor Guide to Student Change of Major

Scenario: Your current advisee meets to discuss changing their major....

* Inform student about new major

g * Check and/or review candidacy requirements
N €W M aJ or with students. If this is for a major you do not
| nfO rmation advise for, help them to schedule advising with
the appropriate advisor.

* Optionl: Help student schedule appointment with
new advisor through Navigate (include

Schedule Change
major/concentration in comments if necessary)

Of \Y aJ or AdVISl ng * Option 2: Provide student with new advisor
Ap pOl ntm ent contact information to schedule their own

appointment

* Create Advisor report in Navigate
Create Advisor detailing the change of major discussion

Report




Advisor Guide to Student Change of Major

Scenario: Student meets with new advisor to change their major...

* If an intent to graduate form is on file, check with

Check for Intent to your Graduate Analyst to see how to update the
major. (Information can be found under Graduation
G ra d uate fDrm Information on Advising Tab in Pipeline)

* Input student information and accurate catalog
Change of Majﬂr form year. If you are adding a second major, make
in Pipeli ne sure to specify in the comments not to delete
the initial major.

* Under "Add Major and/or Minor", select the
appropriate new major/minor

New Major/Minor

. * If the student does not wish to double major,
Deleting Old delete their old major

Majgr/M Talels * If the student does not want to keep their
current minor, delete the minor

**Best Practice (optional)

. . * Add yourself as primary advisor in Banner if
Advisor Cha nge in you are responsible for your assignments.

Banner * Delete the former advisor if the student is not
double majoring.

**Best Practice (optional)




Advisor Guide to Student Change of Major

Scenario: Your advisee wants to add a minor not in your college....

* Review minor requirements in the
Undergraduate catalog with student. If
. requirements unclear, refer to minor advisor.
REVI ew Cata | Og * |f the catalog does not specify the advisor, you
- can refer to the Advisor Training website's List
Req uireme ntS of Majors & Minors by College to provide the

student with a point of contact for questions

* Using the Change of Major form, fill out
student information and select the appropriate
catalog year

. . » Under Add Major/Minor, select "Declaring

Addi Ng the minor Minor Only - No Major Change" under Primary
Major/Program

* Select the minor under "First Minor"




