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Instructions for a Proxy to Request a Major Change Online

STEP ONE: Log in to Banner and then “Faculty Services” (tab)

Select “Student Information” (link)

Next, select “Request a Change of Major” (link)
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»Student Information
Academic Transcript
View or print a student's unofficial transcript.
Active Registrations
Display registration data on student's current enrollment.
Add or Drop Classes
Register or drop student from courses (need student's PIN).
Advisor Menu
View a student's transcript; View a student's grades; View a CAPP compliance - degree evaluation
Advisee Listing
Look up students that have been assigned to you
Class Schedule
View or Print a Student's Schedule.
FERPA Waiver Information
View FERPA (Family Education Rights and Privacy Act) information for a student.
1D Selection
If you've already selectad a student's ID, click here to select a differant one.
Matriculation Information
Description of Degree Programs, Matriculation Status
Registration Compliance Results
Financial Aid Course Eligibility (FACE) Results
Registration History
Display registration audit trail including grades for completed courses. Starting with Summer 2006.
Registration Overrides
Grant student overrides for your courses.
Request a Change of Major
Request a major change on behalf of your advisee
Student Address and Phones
Look up a student's parmanent address and telephone number.
Student E-mail Address
Look up = student's preferred e-mail addrass
v
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STEP TWO: Enter Student’s M# (M00123456)
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Survey ID Selection Page

You are authorized to act as a PROXY for this survey. Enter the ID for the Individual whose responses you will be entering. Enter your own ID to fill out the survey for
yourself.

Survey I0

STEP THREE: Select the Survey Term (Ex. Fall 2014) and then “Submit”
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Survey Term Selection

Major Change Request

This Survey is available to the selected ID for multiple school Terms. Please select the Term you wish to answer the Survey for.
Survey Term
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STEP FOUR: Select the “Major” or the “2+2 Major” you wish to apply to
from the drop-down menu.

STEP FIVE: FACE-related requests will have priority in the approval
process. Check the box if the major change is FACE-related.

Enter a term in the “term override” box if a FACE-related
request needs to be submitted for a term that is not available
in the drop down menu (Ex. 201420 for Spring 2014).
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Name: : Alicia Nicole Michael Term: 201490 Fall 2014 Survey Status: Not Completed
>>>>> Toni Jaye Robbins is acting as PROXY <<<<<

Major change requests for competitive allied health related programs (Dental Assisting, Dental Hygiene, Nursing, and Radiologic Technology) will be available in late
September.
Please check here for application deadline dates, prerequisites, and selection criteria

We strongly encourage you to meet with an academic advisor prior to submitting a major change request.
Your current major is LAO4 Lib Arts General Studies

Please select major.
** Select the major you wish to apply to: V‘

-OR-

Select 2+2 major.
|** Select the 2+2 major you wish to apply to: V‘

Check if this major change is FACE-related: ]
Term override for FACE-related major changes only: |:|

Any additional comments:
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Additional Comment(s) may be submitted for the approver/processor.
Examples:

“Admit student for the extended option, (BUE1)”

“Approve student for BUO1 if ineligible for 2+2 Business Major”

“Approved by the Chairperson of the Biology Department”



