
 

How to Process an AP Major Declaration in my.newpaltz.edu 
1. Log into my.newpaltz.edu and select Faculty Services from the Faculty/Sta= Tab. 

 
 

2. Scroll down to the Advising section and select Declaration of Change Request. 

 

https://my.newpaltz.edu/


3. Enter the student’s name or Banner ID in the student search fields. 

 
 

4. After locating the student, you will see this screen. Select Change a Major. 

 
 

5. Click the radio button next to the major you are changing. 

 



6. After clicking next, you will see the screen below. 

 
NOTE: Some AP programs are built as concentrations of the regular undergraduate degree. In 
these instances, select the regular undergraduate major and then select the AP 
concentration before clicking the next button. 
 

7. The next screen you will see will prompt you to change or replace an advisor. AP advisors are 
supplemental, so click the Advisor change is not required for this request option and click 
next. 

 
 

8. Add the AP advisor Name and Banner ID on this next screen as a special instruction. 

 
 

9. The final screen illustrates your requested changes. Verify that the information is correct and 
click next. Records and Registration will confirm the AP declaration after your request has 
been processed.  
 


