How to Request Change of Major (student’s perspective)

Step 1

Go to SF State’s home page at www.sfsu.edu and:

1. Select the Login link to log into SF State Gateway/MySFSU.
2. Log in with your SF State ID or E-mail and SF State Password.
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Step 2

Your SF State Gateway home page displays.

Click the Schedule / Classes link under the Student section and log into Student Center.
[image: ]





Step 3

The SF State Student Center displays.

1. Under the Academics section, select Change Major from the drop-down menu.
2. Click the Go button.
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Step 4

The Change of Major/Minor page displays text to explain that:

· You can add, change or delete your major(s) and/or minor(s)
· Only selected majors and minors from the College of Business and the Pre-Kinesiology major in the College of Health and Social Sciences are currently up for consumption
· Your request will require an approval process
· You can check the SF State Student Center for a decision on the ‘Change Major Status’ page

To find the College of your major/minor, select the SF State Bulletin link. (You will need to know the College later in this process.)

To exit SF State Gateway, select Sign out. (upper right corner)

To return to the previous page, select Student Center from the drop-down menu and then click the ‘go’ icon.

To proceed, click the Next button.
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Step 5

The Restrictions page displays text to explain:

· A few limitations to changing your major/minor online, and
· Why some buttons might be greyed out.

Two boxes also display – one for each major and minor (if any).

Because the student in this example has only one major, the Delete button is greyed out. (He cannot delete his only major.)

This student can only Change his major. (If this student had multiple majors, the student can Delete one of the majors.) He can also add a minor.
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Step 6

A new page displays your intended action in the heading: ADD, CHANGE or DELETE a major/minor.

In this example, CHANGE Major/Minor, the page displays your current major information:

· College name and code
· Major name and code
· Degree objective

To change your major, first look up the Requested College.

1. Click the magnifying glass icon.
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Step 7

The Look Up Requested College pop-up window displays a list of Colleges by ‘academic group code’ and ‘description.’

1. Select the College of your intended major/minor. 

(This student has requested Business.)
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Step 8

Your Requested College name and code now display. Now…

1. Look up your Requested Major/Minor.
2. Click the magnifying glass to view the list of majors.
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Step 9

The Look Up Major/Minor pop-up window lists all the academic program options (i.e. majors and minors) with their Academic Plan codes for the College you previously selected.

Tip: Click the ‘Description’ column heading to sort the program list alphabetically.

1. Scroll through the list if needed.
2. Select your intended major/minor by its Academic Plan code.

The student in this example has chosen Business (Management)-BS, Academic Plan code BUSXMGMTBS.
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Step 10

Your Requested Major/Minor and new degree objective (Bachelor of Science) now display.

Proofread your selection.

· To go back and change your selection, click Cancel. (Selecting Cancel will lead you back to the Restrictions page.)
· If satisfied with your selection, click Next.
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Step 11
The CONFIRM Change Major/Minor page displays.

Make sure you’ve selected the intended College and major/minor.

· To go back, click Cancel.
· To proceed with your request, click Submit.
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Step 12

The ‘approval required’ pop-up message displays to remind you that:

· Your request will be reviewed by the College advisor or administrator
· A decision notice will be sent to your SF State email account
· You can also ‘Check Major Status’ in the SF State Student Center

You can still cancel your request by click the Cancel button in the message window.

To proceed, click OK.
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Step 13

The Change of Major/Minor Request Completed page confirms that your request has been submitted for review.

A confirmation of your request will be sent to your SF State email account.

1. Click the View Change of Major Status link. 
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Step 14

The Change of Major Status page displays the record your request(s) including:
· Transaction details (date and time, action, type, major/minor code, description, degree)
· Status of request (applied, approved, denied, pending)
· Option to Cancel your request
· Comments, if any, made by the College advisor or administrator

If you change your mind, return to this page to cancel your Change of Major/Minor. The Cancel button will display until an advisor or administrator replies to your request.

[image: ]
Step 15

If you had logged out of your SF State Student Center, you can return to the Student Center at a later time to view the status of your request.

1. Under the Academics section, select Change Major Status from the drop-down menu.
2. Click the Go button.
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Step 16

The Change of Major/Minor Status page displays the decision, either approved, denied, or pending department review.

Tip: The option to Cancel the major/minor request is still allowed when status is pending.

A notice of the decision will also be sent to your SF State email account.
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Step 17

Check your SF State email account for a message stating whether or not your Change of Major/Minor request has been approved.
[bookmark: _GoBack]
For degree planning and answers to your questions about your new major/ minor, please contact your academic advisor. 

[image: ]
image5.png
Your Name 900000000

Restrictions may apply to some majors/minors. If
restrictions apply, the add, change, and/or delete buttons
may be disabled (greyed out) to prevent restricted actions.

If you do not see the major/minor you want in the drop
down list, it may not allow online changes. Please see an
advisor if this occurs. For a complete list of majors and
minors available at SF State visit SF_State Bulletin.

Students may not delete their only major and instead
should request to change their major.

If you are unable to complete your change of major/minor
request online or have questions, please see your advisor.
For questions about SF State's policy on majors and
minors please visit campus policy.

Major

Business (Accounting)-BS Bachelor of Science Change

Vinr _ad |





image6.png
CHANGE Major/Minor

If the requested Major/Minor does not appear, please contact the

department

Choose the Requested College then the Requested Major/Minor.

Hit "Next' to continue.

Current College

40

Business

e

Current Major/Minor
BUSXACCTBS

Business (Accounting)-BS

Requested Major/Minor

Q

Bachelor of Science




image7.png
Look Up Requested College

Cancel

Search Results

View 100 Fist (4 19019 () Last

Academic .
Description

Group
] Liberal & Creative Arts

38 Health Anc
Business

§ Social Sciences

Graduate College Of Education
Science And Engineering
Special Session Degrees

All University

CEL - Academic Credit

Ethnic Studies





image8.png
If the requested Major/Minor does not appear, please contact the
department.

Choose the Requested College then the Requested Major/Minor.

Hit 'Next' to continue.

Current College Current Major/Minor
40 BUSXACCTBS
Business Business (Accounting)-BS Bachelor of Science

Requested college
Bl

Business





image9.png
Look Up Requested Major/Minor

Search by: Academic Planbegins with|

po——

Search Results
View 100 First (4 18018 () Last

Academic Plan _ Description
BUSXACCTBS Business (Accounting)-BS
BUSXDSXXBS Business (Decision Sci)-BS
BUSXFINXBS _Business (Finance)-BS
BUSXGNRLBS Business (General Business)-BS
BUSXISYSBS Business (Info Systems)-BS

Help.





image10.png
CHANGE Major/Minor g0t

If the requested Major/Minor does not appear, please contact the
department.

Choose the Requested College then the Requested Major/Minor.

Hit 'Next' to continue.

Cument cotlene P
o -

Business Business (Accounting)-BS Bachelor of Science
Requested College Requested Major/Minor

woa B

svines s (onsemery 55 st o s

_Cencel | _ Next |




image11.png
CONFIRM Change
Major/Minor

current College
a0

Business

Requested College
40

Business.

Current Major/Minor
BUSXACCTES

Business (Accounting)-8S

Requested Major/Minor
BUSXMGMTES

Business (Management)-8S

Bachelor of Science

Bachelor of Science





image12.png
Message

Al change of majoriminor requests {8quifa @proval. Your request will be forwarded to the major/minor
department for review. You il be nofified of the decision via your SF State email account. You may use
the Change Msjor Status page in the S State Student Center to check on the status of your request.





image13.png
Change of Major/Minor Request Completed

Your Name 900000000

Yourchange of majorminor request has boen SUbMGG 0f tevew

‘View Change of Major Status





image14.png
Change of Major/Minor Status &=

B Action [type  fRlOr/MI"OT pescription Degree status cancel [Last Update
07/14/17 9:39AM Change To Major ~ BUSXMGMTBS  Business (Management)-BS  Bachelor of Science  Applied _Cancel | 07/14/17 9:39AM
07/12/17 12:05PM Change To Major  BUSXFINXBS  Business (Finance)-BS Bachelor of Science  S2reeled bY 07/14/17 9:24AM
07/12/17 1205 109 ajor  BUSKACCTBS  Business (Accounting)-8S  Bachelor of Science  S2N<EIEd Y o417 sizann
06/21/17 5:12PM Add Minor  BUSANONEMN  Business Administration-MN E S





image15.png
SAN FRANCISCO

STATE UNIVERSITY

Student Center

Search

Plan @ Select Class Schedule using the pull-
Enroll down in the Academics section to
My Academics view your current schedule(s).

Gator Scheduler

enrollment shopping cart p-





image16.png
Change of Major/Minor Status

personalize | Find | view 2 | ¥ | First K 1-5 or 5 I Last

Apply Date Major/Minor Last Update
D Action |rype  |MaJo Description Degree status EEEA
T7/14/17 9:39AM Change To Major  BUSXMGMTBS  Business (Management)-BS Bachelor of Science  Approved 07/14/17 4:31PM
07/14/17 9:39AM "9 waor  pusxaccTes Business (Accounting)-BS Bachelor of Science  Approved 07/14/17 4:31PM
o7) : Canceled by )

/12/17 12:05PM  Change To Major  BUSXFINXBS Business (Finance)-BS Bachelor of Science  Canele 07/14/17 9:24AM
07/12/17 12:05em  P2N9€ wajor  BusXACCTBS Business (Accounting)-8S Bachelor of Science  Ca1<SI€4BY  07/14/17 9:24am

From Student

06/21/17 5:12PM  Add Minor  BUSANONEMN  Business Administration-MN Canceled by o7/12/17 12:05PM

Student




image17.png
B0 i *++DO NOT REPLY** Change of major/minor Approved - Message (Plain Text)

'MESSAGE
mon X (Q (2 (5 Ry [0t e e, WP d e

& k- Deete Repy Repy Foruard Ty e - Vore Mark Categorize Follow Transiate
Junk: More:

& b o s wing s O D acions~ e, TS Follow TANAAtE e
e wspond p— s e - AR

FA7/1972017 43270

records@sfsu.edu
**DO NOT REPLY** Change of major/minor Approved

T

Dear

Your request to change your major/minor has been approved and the change has been made in Student Center. Your current academic program(s) is:

College: Business
Major:  Business (Management)-8S

Please see the advisor of your new major/minor with questi

ns and for degree planning assistance.

Registrar's Office:
records@sfsu.edy





image1.png
SF State Global Login

Login to SF State Gateway with your San Francisco State ID and gain seamless access to
multiple online systems and applications.

Are you having trouble accessing Human Resources and Campus Solutions,
Faculty Center or Student Center?

SF State ID or E-mail

SF State Password





image2.png
SFSTATE

Gateway

Home » Schedule / Classes

FUTURE STUDENTS Student Center

Application Status Campus Solutions (including Student Center) will be unavailable Fridays between 8:00 pm and
midnight. It may also unavailable outside this maintenance period. Please visit scheduled

STUDENT system maintenance # page for detail.

SciedileliBlasses To find textbooks and other course materials required for your courses, or for those courses you

Academics are considering, please view the Class Details page in your student schedule or the general

Financial / Jobs Class Schedule. Textbook information is also available on the SF State Campus Store website
&,

FACULTY / STAFF

CS Student Center Guides
Class Services

Employee Services Student Center sign in by SF State ID#

IT Services Student Center




image3.png
SAN FRANCISCO

STATE UNIVERSITY

Student Center

Search

Plan @ Select Class Schedule using the pull-
Enroll down in the Acades section to
My Academics view your current schedule(s).

Gator Scheduler

enrollment shopping cart p-

%)




image4.png
Frr— )

Account Inquiry.

Change of Major/Minor

Welcome to SF State's online Change of My Academics

Major/Minor request process.
persona Data Summary

o) ancorminr (). viow e SF St Bt
major(s) and/or minor(s). View the i

for the colleges to see the majors and minors. User Preferences.

Currently, students can only use this page to chang go to
to a select group of majors and minors from the
College of Business. For all other majors and

minors, go to the Change of Major page for
instructions. All requests for change or addition of
major/minor are subject to departmental approval.

You can check the status of your request by going to
the Change Major Status page in your SF State
Student Center.

Hit 'Next' to continue.





