Registrar Office – FAQ
For Plainview Students
What does the Registrar Office do?
What is a degree plan?
How do I get my degree plan?
How do I declare/change my major?
What majors and minors are available?
Where can I find all the requirements for my degree?
What catalog am I supposed to be using?
Who is my advisor?
What is UNIV 1100?
Why didn’t all of my courses transfer from my previous college(s)?
I want to take some classes at another college. Will they transfer to WBU?
How can I see my WBU transcript?
How do I order an official WBU transcript?
How do I set up a degree plan appointment?
What is the difference between a preliminary degree plan and an official degree plan?
What courses am I supposed to register for?
When can I register for the courses that I want to take next semester?
Can I register myself for face-to-face courses through Student Services online?
Can I take courses through the Virtual Campus (online)?
What is considered full-time?
Where can I find course descriptions?
What is a prerequisite?
How can I tell what level a class is?
How can I tell the number of credit hours a class is worth?
What am I classified as (Fresh., Soph., etc.)?
I am a veteran interested in exploring what financial benefits I can receive. Who can help me
this?
Who can help me with my deferment forms?
I can’t find an answer to my question on this document. Who do I contact?
What does the Registrar Office do?
The Registrar Office has several responsibilities. We maintain student records, build and
update student degree plans, meet with students to review their degree plan
requirements, orchestrate registrations, process official transcript requests, process
deferments, and assist students in working towards graduation.
What is a degree plan?
A degree plan is a document that lists all of the course requirements that you must fulfill
in order to graduate. This document is created and maintained by the Registrar’s office.
How do I get my degree plan?
A degree plan is attached to your registration packet every term; however, you can also
get an updated degree plan by setting up an appointment with an evaluator in the
Registrar’s office.
How do I declare/change my major?
There is a form that must be filled out in order to declare/change your major/minor. This
form is available in the Registrar’s office. It must be signed by the student, the
appropriate advisor and then turned into the Registrar’s office.

What majors and minors are available?
You can find a complete list of degrees, majors and minors in the University Catalog.
They are listed under the “Academic Program Profile.”
Where can I find all the requirements for my degree?
Course requirements can be found in two places. The first is the University Catalog, which
is published every year.
The second is your degree plan. Your degree plan will be the most accurate document to
review, as it will include any elective requirements that you must fulfill.
What catalog am I supposed to be using?
Each year a new catalog is published. Students must follow the catalog requirements that
are in effect when they “matriculate.” Matriculate means the first term that a student
stays enrolled beyond Census Date.
You can access your catalog through this link: http://catalog.wbu.edu
Who is my advisor?
Your advisor will be a professor in the School under which your major falls. They will
assist you in choosing the correct sequence of courses to complete your degree.
Each registration checklist that you receive will show the name of your advisor.
For further questions, please see a member of the Registrar’s office.
What is UNIV 1100?
UNIV 1100 – Foundations of University Life is a course that is required of all incoming
freshman students. This course prepares students for college life, including information
about the campus, study skills and office information.
Note: Students who are required to take at least two ACAC courses will be required to
complete ACAC 0320 – Study Skills in lieu of UNIV 1100.
Why didn’t all of my courses transfer from my previous college(s)?
Each transcript that is sent to WBU is reviewed by an evaluator. Only courses that are
required for a student’s degree are transferred onto the WBU transcript.
If you have questions about this, please set up an appointment with an evaluator in the
Registrar’s office.
I want to take some classes at another college. Will they transfer to WBU?
In order to ensure that your courses will transfer, you need to talk to an evaluator in the
Registrar’s office. Provide them with the institution name, course ID, and course name.
They will review the course, look at your degree plan and determine if the course is
transferrable.
If you sign up for classes at another institution without checking with the
Registrar’s office, there is no guarantee that the course will transfer. Don’t
waste your time and money—check with us first!
How can I see my WBU transcript?
You can access your unofficial WBU transcript through your Student Services account.
How do I order an official transcript?
If you need an official transcript (either for yourself, another institution, NAIA or other
entities), you will need to fill out a Transcript Request Form. This can either be done
online through Student Services or in the Registrar’s office.
Note: Official transcripts cost $5 a piece.

How do I set up a degree plan appointment?
Degree plan appointments can be set up in the Registrar’s office. You will need to fill out
some paperwork and set a date for the appointment.
What is the difference between a preliminary degree plan and an official degree plan?
A preliminary degree plan is an unofficial document showing requirements for the degree
that you have chosen.
A degree plan becomes official once you have had an appointment with an evaluator, had
the document signed by you and your advisor, and had it reviewed and signed by the
University Registrar.
*Please note that if you make any changes to your major or minor, your degree plan will
be returned to preliminary status, and you will need to set up another appointment to
have the changes reviewed.*
What courses am I supposed to register for?
The courses that are required for each student are dependent upon the degree, major and
minor that have been chosen. Your advisor will help assist you in choosing which courses
are appropriate for each semester.
When can I register for the courses that I want to take next semester?
The University Calendar is published each year in the University Catalog, as well as in
your Student Handbook. Posters are also put up around campus when registration is
approaching. There are several opportunities to register for each semester. Choosing the
earliest registration is always the best choice—if possible.
Can I register myself for face-to-face courses through Student Services online?
Only Juniors and Seniors can register themselves online. If you are a Junior or Senior,
you will receive an e-mail from our Registration Coordinator providing you with all the
necessary information.
If you are a Freshman or Sophomore, you will need to be registered for classes by your
advisor.
Can I take courses through the Virtual Campus (online)?
All students are allowed to take courses through Virtual Campus (VC or online). You will
need to discuss this option with your advisor, as well as Financial Aid.
What is considered full-time?
As long as you are taking at least 12-hours per semester, you are considered a full-time
student. If you are receiving financial aid, living in the dorm or participating in a sport,
you need to make sure that you are a full-time student. Otherwise, you could lose
scholarships, housing and possibly eligibility to play.
Where can I find course descriptions?
If you want to know what material is covered in a particular course, you can look up the
course description in the catalog. You can access your catalog through this link:
http://catalog.wbu.edu
What is a prerequisite?
Certain courses must be taken in a particular order. If a course lists a prerequisite, it
means that you must complete the prerequisite before registering that course. For
instance, ENGL 1302 – Composition and Reading states that its prerequisite is ENGL 1301

– Composition and Rhetoric. This means that you must complete ENGL 1301 before
registering for ENGL 1302.
Course prerequisites are listed in the course description.
How can I tell what level a class is?
Each course at WBU is assigned a 4-digit number. The first number in the sequence tells
you what level the course is: 1-Freshman, 2-Sophomore, 3-Junior, 4-Senior. For
instance, ENGL 1301 is a freshman level course; BIOL 3410 is a junior level course.
How can I tell the number of credit hours a class is worth?
Each course at WBU is assigned a 4-digit number. The second number in the sequence
tells you how many credit hours that course is worth: ENGL 1301 is worth 3 credit hours;
BIOL 3410 is worth 4 credit hours.
What am I classified as (Fresh., Soph., etc.)?
Your classification depends on the number of credit hours that you have completed.
Freshman: 0-29 hours
Sophomore: 30-59 hours
Junior: 60-89 hours
Senior: 90+ hours
I am a veteran interested in exploring what financial benefits I can receive. Who can
help me this?
Our VA Certifying Officer at the Plainview campus is Janie Keller. Please feel free to
contact her at kellerj@wbu.edu with questions about veterans’ benefits.
Who can help me with my deferment forms?
Nickie Williams handles all deferments for our office. If you have questions, please
contact her at williamsn@wbu.edu
Please know that deferments cannot be processed until after Census Date of the term for
which they are being submitted. When you contact Nickie, she will provide you with the
dates that affect this.
I can’t find an answer to my question on this document. Who do I contact?
If you have more questions, please feel free to either visit our office, which is located in
the basement of Gates Hall, or e-mail us at: univfaq@wbu.edu

