
Graduate Student 
Add/Change/Discontinue Program Training 

Graduate students: All Graduate School students must utilize the Graduate Student Portal 
(MyGradPortal in MyUW) to add, change, or discontinue any major/named option, doctoral 
minor, or graduate/professional certificate. 

 
 Accessing MyUW and the MyGradPortal 

1) Go to wisc.edu and click on MyUW in the top, red banner. Then click on MyUW 
Home. 

2) Enter NetID login information. 
3) Click on the tile “Graduate Student Portal”. If you do not see the tile, you can search for 

it in the top search bar and add it to your page. 
 
 Initiating a request as a student 
Accessing the Add/Change Programs page 
To access the Add/Change Programs page as a student, you can either select the tile on the home page titled 
“Add/Change Programs” or the “PROGRAM” option on the main toolbar. 
 
 

 

 
 

Once on the Add/Change page, there are a few key areas to note. The page is split into Enrolled Programs, 
Requests, and Completed Programs. 

 



The Enrolled Programs section has the option to add a Graduate/Professional certificate, doctoral minor (for PhD 
students), or major. For existing programs in which you are already enrolled, you can change or discontinue if that 
program does not already have a pending request. 

The Requests section shows any past or existing requests with their status. You can delete or edit an existing 
request from this section. 

The Completed Programs section is a view only list of any programs you have completed. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Example request windows 
Clicking an action button will display an associated window with fields appropriate for the type of request. Here are 
some example request windows: 
 

 
 

Add and Change Degree/Major windows include fields related to the program being added or changed. The window 
for adding/changing a certificate or minor is very similar, with slightly fewer fields. The joint degree question is 
required when adding a program that is the same type as an existing program (for example, adding a Master’s 
program if already enrolled in a Master’s program). 
 

 



 

 

The Add and Change Minor windows have questions regarding the new program and reason for change if applicable. 
 
 

 
 

 
The Discontinue window includes information on the effective term and reason for discontinuing. It looks the same for 
all program types. 

Fill out the fields and click the “Send …” button to complete the initial request workflow as the student. The request 
should show up as “In Review” in the Requests section on the Add/Change Programs page. 
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