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Declare/Change of Major/Minor Workflow Overview 

 
 

 
 
 
Undergraduate students can request a declaration or change of major and/or minor in myOswego on the Student 
Records tab.  
 

• Students must be registered for the current or upcoming term.  
• New Incoming students cannot use this until the first day of classes.  
• Students who cannot use the form: 

o Readmitted students who haven’t yet registered 
o 5 year program students 
o Second degree students 

• Students cannot submit a request while a previous request is still in progress. 
 

If no decision is entered within 7 days, student and approving advisors get a reminder: 
 

“This is a reminder that you submitted a change of major / minor request. You must meet with the advisors copied on 
this email in order for the request to move forward. The change cannot be made without appropriate approvals. If no 
action is taken, the request will automatically be cancelled 30 days after it was submitted. If you would like to cancel 
the request, please email registra@oswego.edu.” 

 
If 30 days pass with no decisions, the request is canceled and email sent to the student:  
 

“A change of major / minor request submitted by you has been automatically cancelled due to 30 days of inaction. If 
you would like to submit a new request, you may now do so. You will need to follow-up with the necessary approvers.” 

 
Weekly reminders are sent to advisors with requests awaiting a decision. 
 

Advising Coordinators approve / deny the requests for majors/minors in their departments. They also assign an 
advisor to the student when they approve a request. If the student is identified as a First Year student, only First 
Year Advisors can be assigned. 
 
Advisors will need to approve when the student is their Major 1 advisee and are requesting to add / change a 
second major or minor. 
 
Drops do not require approvals. 
“Swaps” do not require approvals. 
Advisor assignments are updated via the workflow.  
Degree Works is refreshed and a new audit produced with the new curriculum data. 
Learner and Outcome records for degree candidates are kept in sync. 
The student, new advisors, removed advisors and advising coordinators are emailed the old and new information. 
 
Some major / minor codes are made unavailable for selection by students. Generally, this reflects the fields of 
study available for “What-If” analysis in Degree Works. 
 
It is important to note that prior to an advisor or advising coordinator going on leave, a proxy be assigned. The 
Proxy can review/approve requests in the advisor/coordinators absence. 
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Access & Review Student Requests 

 

 

 

Go to myOswego or use the link from the Declare/Change of Major/Minor Workflow reminder email. 

Select Faculty Services Tab 

Select Advisor Menu 

 

Select Review Major/Minor Request 

 
Click on Worklist and select a student from the list by double clicking on their name. 
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Major Advisor Review 

 

In the student request, click on Approve or Deny. If denying the student’s request, a rationale must be entered in 
the comments section. 

Click Complete  

NOTE: Clicking Save will only save the student’s request to your worklist. You need to click Complete in order to fully 
approve the student’s request and move the “workflow” to the next step. 
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Advisor Coordinator Review 

 

In the student request, click on Approve or Deny. If denying the student’s request, a rationale must be 
entered in the comments section. 

Select the appropriate advisor for the student for their new major/minor.  
Click on the to see the entire list of advisors. 

 

NOTE: if the student is a First Year student, only First Year Advisors will appear in the drop down selection. 
If the student is beyond their first year, all the advisors within the department will appear in the drop 
down.  

Click Complete  

NOTE: Clicking Save will only save the student’s request to your worklist. You need to click Complete in order to fully 
approve the student’s request and move the “workflow” to the next step. 
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Assign a Declare/Change of Major/Minor Workflow Proxy 
 

A proxy user is someone who performs the work items in place of or on behalf of another user. The 
proxy relationship can be used when a primary user is on vacation or is ill and allows another user to 
step in and temporarily take the primary user’s place. 

As the major advisor or Advising Coordinator, you may assign a Proxy in your absence to review your 
student declare/change of major/minor requests. Before assigning a Proxy, please be certain to discuss 
with the assignee prior to designating the proxy in workflow. 

Please note that the Proxy will not receive the workflow reminder emails, but may access the student 
requests directly in Workflow. 

 

Login to Workflow 

Click on User Profile/User information 

Click Add Proxy for the Curriculum Reviewer role. 
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Enter the Proxy User ID  (LakerNet username) 

Enter the Effective FROM and TO date ranges 

Click Save 

NOTE: Do not check the confidential/Non-confidential check boxes  

 

 

 

 
 

Delete a Proxy  

 

1. Select User Information from User Profile.  

2. In the My Proxies section of the page, select the checkbox next to the proxy assignments you would 
like to remove.  

3. Click Delete Selected Proxies.  

4. When you are asked to confirm the deletion, click OK. 

 

 

 

 

 


