Apply for Major/Minor Change – ITR (Intra-Transfer) Request
Apply for Major/Minor Change (Student Experience)
Navigation:
SelfService > Student Center
The “Apply for Major/Minor Change” option will be available from the “other academic…” dropdown
menu, located under the Academics section of the Student Center tab.
NOTE: This option will only be available to the student from within the Student Center. Departments will
not be able to access this page.

Once the student selects the “Apply for Major/Minor Change” option from the dropdown menu, they
will click on the double arrow to go to the Apply for Major/Minor Change page.

At the top of the page, just below the “Apply for Change of Major/Minor Change” title, the student’s
name (left) and PID (right) will be displayed.
The student’s current Major and Minor will be displayed just below the name and the PID.
Below the current Major and Minor, informational text relating to the Intra-Transfer process will be
displayed.
The student will then select the major/minor they wish to apply for from the “Major/Minor” dropdown
menu. They can click the “Dept. URL” button to display a link to department website.

Once the student has made their selection from the “Major/Minor” dropdown menu, they will need to
select a term from the “Term” dropdown menu.
NOTE: The “Term” dropdown menu will only display those terms which are currently open and available
at the time of the request.

When the student is ready to submit their request, they will need to click the “I Agree” checkbox in
order for the “Submit Request” button to become available.

Once the request is submitted, a “Request status” section will appear at the bottom of the page.

At this point, the student can still cancel the request. A request can only be cancelled at a status of
“Submitted”, and can only be cancelled by the student.
If a student submits an additional request for the same major/minor but a different term, then a new
row will be created in the audit table. This will not impact the original request in any way. This also
applies to a request for a different major/minor, for the same term. The student will be able to submit
as many requests as they want and for as many terms as are available.
If a student submits a request for the same major/minor and the same term, then they will receive a
message stating that “You have selected a major/minor and term that has already been requested.
Please submit a Help Ticket or call 962-HELP for assistance.” (please see screenshot below).

When a Help Ticket is submitted, ITS will remove the cancelled row to allow the student to submit a new
request. The audit of the cancellation will still be available in the table but no longer visible on the page.

