
Schedule Change Form



Where is the Schedule Change Form located?

• The Schedule Change form is located on the 
student MyBLUE dashboard under Forms in the 
left-hand menu navigation.



When will the Schedule Change form be available?

• The Schedule Change form is available beginning 
the Monday of the third week.

• The Schedule Change form will be available until 
the end of the 4th week of the full semester 
courses.

• If students need to add a course outside of these 
times, they need to contact the Office of the 
University Registrar.



Students that have a registration hold will see this 
message on MyBLUE.



Students that have no holds and are eligible to enroll 
will see this message on MyBLUE.



First Page of Schedule Change Form

• Student 
information will 
pre-populate 
for the student.

• Student will 
need to 
designate if 
they are a 
current student 
athlete.  Then 
select “Next.”



Second Page of Schedule Change Form

Need to select a Session
• Regular Academic Session: Full Semester Course.
• Three-Week Session: Courses that are offered first three 

weeks of the Spring semester.
• Mini Session: Courses that are less than an full semeter



Second Page of Schedule Change Form cont.

• After selecting a 
session then 
only those 
courses offered 
during that 
session will 
display.

• Student will 
need to select a 
course.



Second Page of Schedule Change Form cont.

• Once student 
selects a course, 
the information 
about that course 
pre-populates.

• Student needs to 
review and select 
“Submit”.



Schedule Change Form Submitted

• Once the student selects submit, they will see the message below.
• The form will be routed to the posting instructor for the course.
• Both instructor and student will receive an email.



Schedule Change Form email confirmation sent to the 
student.

• This is an example 
of the email the 
student receives 
upon completion 
of the schedule 
change form.



Schedule Change Form email sent to the instructor.

• This is what the 
instructor will 
receive when the 
student submits 
the form.

• The instructor 
must be logged 
into MyBLUE prior 
to clicking on the 
“Schedule Change 
Request.”



Schedule Change Form Instructor Processing

• Instructor reviews 
the request to add 
course.

• Then select 
“Approved” if they 
are okay with the 
addition.



Schedule Change Form – Department Chair Notification

• The Department Chair 
receives this email once 
the instructor selects 
approve.

• The Department Chair 
should log into MyBLUE 
before selecting the 
“Schedule Change 
Request.”



Schedule Change Form – Department Chair Notification



Department Chair Processing

• The Department 
Chair reviews the 
request.

• Then selects 
“Approve” and 
then “Complete.”



Office of University Registrar Notification

Notification is sent to Trista Lefler, Margaret Klimek, and 
Kim Seitler



Office of University Registrar Processing

• Office of University 
Registrar review the 
request.

• Once registration 
has been completed 
select “Approved.”



Student Notification once registration is completed



Instructor notification once registration is completed



Denied Registration Screens

• Instructor Denial – Notification goes to student
• Department Chair Denial – Notification goes to 

student and instructor.
• Office of University Registrar Denial – Notification 

goes to instructor and student.



Instructor Denial



Student Denial Notification from Instructor



Department Chair Denial



Instructor Notification of Department Chair Denial



Student Notification of Department Chair Denial



Office of University Registrar Denial



Student Notification of Office of University Registrar 
Denial



Instructor Notification of Office of University Registrar 
Denial.
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