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1. To Approve, Deny, or Acknowledge a student’s change of major/minor/concentration request, click the link in 
the email that will come from notify@ngwebsolutions.com with the subject of “[External] ACTION 
REQUIRED: Change of Major/Minor/Concentration Request Form for Student Name”. 

2. Find the Department Chair section that has your name. Using the drop-down menu next to Department Chair # 
Decision” box select “APPROVE” OR “DENY” for any new additions of a major/minor/concentration. Select 
“ACKNOWLEDGE” for any retaining or deleting or a major/minor/concentration. For any new major please 
enter the Advisors name (if approved). 

a. Or click “Route to Admin Assistant for Advisor” to route to Admin Assistant to enter the Advisor.  
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3. Then click the yellow “(click to sign)” box and enter your name exactly as it appears in the Sign Electronically 
box.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click “Submit Form” to submit the form. 
 
 
 
 

5. You can then click “View Form PDF” to save a PDF for your records or save the email for your records. 
 
 
 
 
 
 
 
 
 
 

 

Signature and Date 
will appear here. 
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