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Submitting a Student’s Request for a Change of Major in PAWS

Complete the steps below for a student who is requesting a change of major.

1. Log into PAWS as you normally would.
Note: Use either Mozilla Firefox or Google Chrome for best results.

2. Select the Faculty Services tab.

Personal Information Faculty Services |

Search Go

RETURN TO MENU SITE MAP HELP EXIT
E@ Faculty Services

Term Selection

CRN Selection

Faculty Detail Schedule

Faculty Schedule by Day and Time
Detail Class List

Summary Class List

Mid Term Grades

Final Grades

Online Grade Change Process
Registration Add/Drop

Faculty and Advisor Security Information
Class Schedule

Faculty Evaluation

Advisor Menu
View a student's transcript, display your security setup, view student holds, update the Undergraduate referral system, and process graduation clearance.
Student Menu

Display student information, view a student’s schedule, process a student's registration, change a student's class options, access Degree Works to run an audit.
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3. Select the Advisor Menu near the bottom of the list. The Faculty and Advisors Menu will
then display.

H]

P i d LAV Employee  WebTailor Administration Finance

Search Go

,Faculty & Advisors

Term Selection

ID Selection

Student Academic Transcript

Faculty & Advisor Security Information
Graduation Clearance Approval Process
Online Undergraduate Referral System
View Holds

Review Student Holds

Change of Major

Initiate a Request for a Change of Major for a student.
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P.A.W.S

Personal Access to Web Services

RETURN TO MENU SITE MAP HELP EXT
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4. Go to Term Selection and choose the term from the drop-down list for which the change
will be effective. Click Submit. The system should return you to the Faculty & Advisors
Menu.

Y

Personal Information
search[ [0
RETURN TO MENU SITE MAP HELP EXIT

P.AW.S

Personal Access to Web Services

Select Term

Select a Term: [Summer 2017 v

Submit

RELEASE: 8.5.4.3
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5. Goto ID Selection and select the student or advisee for the student requesting a
change. Click Submit. The system should return you to the Faculty and Advisors Menu.

Personal Information
|
P | 1
RETURN TO MENU SITE MAP HELP EXIT

Student/Advisee ID Selection

7 You may enter:
1. The ID of the Student or Advisee you want to process, or

2. Partial names, a student search type, or a combination of both. Then select Submit.

Student or Advisee ID: (10077908 x

OR

Student and Advisee Query
Last Name: [ I

First Name: l |

Search Type: O Students
O Advisees
O Both
® Al

Submit || Reset

RELEASE: 8.5.4.3
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6. Go to Change of Major on the Faculty Advisors Menu. The student’s information should
default into the request form.

Personal Information Faculty Services Wi 7

SITE MAP HELP EXIT

Student ID: J_

Student Name: I

Student Email and Phone
Email Telephone
@students.jsums.edu|76 S

Student Major:
College Major Program |Department GPA Hrs
College of Business Business Administration|BBA BSAD |Economics, Finance & Gen Bus|2.17 44
New Major: Not Applicable v
Reason for Major Change:| Not Applicable v|

SUBMIT

To run degree audit in Degree Works please click: Degree Works

7. If the correct student displays, click on the drop-down list in the New Major field and
select the new major the student is requesting. Note: All majors are listed.

8. Next to Reason for Major Change, select the item that is closest to the student’s reason
for requesting the change. Note: The most frequent reasons are listed in the drop-down

list.

a. Change in career goals

b. Incorrect major in system

c. Declaring a major

d. Major coursework was not what | expected

e. No longer interested
Student Major:
College Major Program |Department GPA Hrs
College of Business Business Administration|BBA BSAD |Economics, Finance & Gen Bus|2.17 44
New Major: Computer Engineering b
Reason for Major Change:| Change in career goals ¥
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9. Click Submit. A confirmation notice will then appear with the action taken as a result of
submission. In the example here, a student’s reason for the request was a change in
her career goals and the advisor will see the confirmation notice on the PAWS screen.

1877,

Personal Information Faculty Services

Search Go

P.AW.S

Personal Access to Web Services

SITE MAP  HELP EXIT

Change in career goals

The Change of Major for I to Chemistry has been initiated. The Student will be updated via the JSU Student Email.

Return to Menu

RELEASE: 8.3

10. At this point, also, the Banner workflow will be triggered to notify the next approver in
line. Here is a sample email that will come from Banner Workflow to the approver.

From: NOREPLY@jsums.edu [mailto:NOREPLY @jsums.edu]
Sent: Monday, June 5, 2017 9:47 AM

To:

]
Subject: Major Change Notification for || NN

Dear Don,
This is a notification that you have a Major Change Approval/Disapproval waiting in your Workflow queue.

Student Infromation:

Student ID: NN
Student Namr: [ INERERBE

Student Email: [N /s tudents.jsums.edu

Major Change Information:
Student Current Major: @stu_major

Requested New Major: Chemistry

With Tiger Pride,
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11. The request will go through the workflow approval queues as follows:
a. Chair of department for current major
b. Chair of department for requested new major
c. Registrar’s Office.

12. Once the workflow notification reaches the Registrar’s Office, personnel in the Registrar’s Office
will update Banner with the approved Change of Major.
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