The Reqistration Process
Introduction

As a new student to the University of Wyoming and the College of Business, you
will be required to register for classes on your own for the upcoming semester.
Using the recommendations from your academic advisor, you will use
WyoRecords to accomplish this.

This 12-page document will go into detail describing each process, and what to expect to
see when searching, selecting, and registering for classes that you can take based on
meeting the prerequisites for each. It will also explain potential errors you could encounter.

Please use this document to supplement the Office of the Registrar’s “Start to Finish Guide to
Registration 2016” and “A How-To Video of the Registration Process.” You find the
links for each of these in the middle of this webpage (http://www.uwyo.edu/registrar/).

How to Register for Courses in WyoRecords

Once you have access to your account in WyoRecords, click on the
Registration button:

ycRecords

Welcome, Joe A. Cowboy
A00000001
Astronomy and Astrophysics, College of Arts and Sciences
Laramie campus

| Hame > Personal Information

o i % —
& :<[ Personal Information l [ Registration _‘ Student Records }_ | Student Account _‘ Financial Aid || Faculty and Advisors l___f UW Alumni

View Addresses and Update Addresses and View E-mail Add View Ei gency
Phone Numbers Phone Numbers Contacts

Update Emergency WyoCne ID Photo
Contacts

RELEASE: 8.7.1

The Registration window will open (see next page).
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http://www.uwyo.edu/registrar/

REGISTRATION

What would you like to do?

Prepare for Registration Register for Classes

@ View registration status, update student term data, and complete pre-registration requirements. o Search and register for your classes. You can also view and manage your schedule,

Plan Ahead . Browse Classes
Give yourself a head start by building plans. When you're ready to register, you'll be able to load these plans it Looking for classes? In this section you can browse classes you find interesting

View Registration Information Browse Course Catalog

View your past schedules and your ungraded classes Look up basic course information like subject, course and description.

From this window, you can perform the following:

Register for Classes — Search and Register for an upcoming semester
Browse Classes — Search Only, registration not available through this link
Browse Course Catalog — Catalog search only, semester schedule not
available through this link

Prepare for Registration — Clear any outstanding holds related to
registration

Plan Ahead — Make a plan for registration before your registration date
and time

View Registration Information — View past and current registration
details

When you click on Register for Classes link, you will be prompted to Select a
Term. From the pull-down menu, select the term to register for classes, and enter
your PERC (Personal Electronic Registration Code) number.

Selecta Term

SELECT A TERM

Terms Open for Registration

Continue

You may be asked to answer/complete items in the Registration Status window
before you can choose your courses (a green checkmark will signify this is
completed for each item).
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WivoRecords

Personal Information Registration Student Records Student Account Financial Aid Faculty and Advisors UW Alumni
Registration Status
Home > Registration Status

& You have no Registralion Time Ticket. You may register at any time:

+ You have no Holds which prevent registration.

L You must make a ion on Health Insurance C:

/1. You must verify/update your U\ Alert Cell Phone number or your desire not to have one.
£ You must verify/update your and Phone gency Contacts.

i You must the on Student Financial nt.

+ Your Academic Standing is Academic Reinstatement which permits registration.

+ Your Student Status permits registration.

If all of the above items on this page have a checkmark beside them, you may go to Reqister for Classes to proceed with registration.

Make your voice heard. Register to vote. For information about registering to vote in the state of Wyoming review the Wyoming Secretary of State website at hito Jsoswystate wyus/Elec ToVote.aspx

Earned Credit

Level

Once all items have a green checkmark, click on the Register for Classes
link (see below).

mU W VYO ]

Personal Information Registration Student Records Student Account Financial Aid Faculty and Advisors UW Alumni

Registration Status

Home > Registration Status

+ Youhave no Registration Time Ticket. You may register at any time.

+ You have no Holds which prevent registration.
+/ You have submitted your Health Insurance Coverage selection, indicating that you DO NOT want coverage.
+/ You do not need to verify or update your UW Alert Cell Phone number at this time.

+ You do not need to verify or update your Ad es and Phone Numbers/Emergency Contacls atthis time.

+ You have already completed the Student Financial Responsibility Ta review the go here Student Financial Responsibility Agreement.
+/ Your Academic Standing is Academic Reil which permits

+ Your Student Status permits registration.

If all of the above items on this page have a checkmark beside them, you may go to Reaister for Classes with registration.

Make your voice heard. Register to vote. For information about registering to vote in the state of Wyoming review the Wyoming Secretary of State website at hitp/soswystale wyus/Elections/R:

Suppose you are redirected back to the Registration window within
WyoRecords, click on the Register for Classes icon, and then select the term
you wish to register. In this case, you will not need to reenter your PERC number.

SELECT A TERM

Terms Open for Registration
Summer 2016

Continue

Classas

—
™

Register for
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Course Registration
To register for courses, you can do it one of two ways:

Find Classes - search by subject and course number

CRN - entering the Course Registration Number

REGISTER FOR CLASSES
Enter CRNS Schedule and Options |

Enfer Your Search Criteria @
: Summer 2016

Subject

Course Number

Keyward [

Campus

Instructional Methods

Find Classes (search)

Using the Find Classes search option, you can enter the course name in the
subject box (example, Marketing or MKT), and all Marketing classes will appear.
You can also use the Advanced Search option.

RE Lasses

rar GRS | Scheauie anaOstans |
Enter Your Searcn Criteria @
Tem: Summer 2016

susea

The Advanced Search option allows you to search for courses using various filters
to include and not limited to Subject, Course Number, Attribute, and Department.
This is useful for your University Studies Program (USP) classes. On the next
page is an example of a search by Attribute.
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Keyword

Campus

Instructional Methods

Instructor

Subject and Course Number

Keyword (With All Words) [

Keyword (With Any Words) [

Keyword (Exact Phrase) [

Keyword (Without The Word) [

Aftribute ‘

Level USP15-C1 Communication 1
USP15-C2 Communication 2
USP15-C3 Communication 3

1 USP15-FY First Year Seminar

| USP15-H Human Culture
USP15-PN Physical & Natrl Wrid
USP15-Q Quantitative Reasoning

Panels « USP15-V U.S. & WY Constitution

Buildinas

Loy

By selecting one of these attributes, the student can search for courses that meet
specific USP subjects to fulfill your graduation requirements.

For our example, searching for MGT-1040 will display all available classes for the
semester.

You will find the Title, Subject Description, Course Number, Section, Hours, CRN,
Instructor, Meeting Times, Status, and Linked Courses if needed from the
snapshot below. As you move your mouse over each area, a small window/box
will display additional information on this specific subject.

Search Results — 2 Classes
Term: Spring 2021 Subject: Management  Course Number: 1040

Title ¢ Subject Description Course fu  Section® Instructor Meeting Times

Legal Environment of Business e
Lecture Management Erome, Casey (Primary) S|m|T|w|T F|s| - Type: Class Building: None Room: Nt

Online-Asynchronous

Legal Environment of Business e
Lecture Management Erome, Casey (Primary) S|m|T|w|T F|s| - Type: Class Building: None Room: Nt

Online-Asynchronous
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Linked Classes

As you search for courses to take, there will be additional sections you must take with the
primary course (they are labs or discussions for Math or Physical and Natural Science
classes). You will see a button called View Linked. When you click on this button, you
will be directed to the page displaying those linked courses to the primary class.

REGISTER FOR CLASSES
Enter CRNS Schadule and Optons

Search Results — 2 Classos
Torm: Summer 2016 Subject: Astronomy

30 of 30 Suats rpmain
MW 1035 AN - 1155 AM Bullding: None RO Wain Time Confict
LKL
30 of 30 seats remain

it 0120 PM- 02'40 PU Bullding: None Roor wain Time Confliet)
& L

| [10]=| PerPage

| & View Linked

As seen below, the linked courses are listed, and if you wish to add this Lecture and Lab,
click on the Add all button.

Linked Sections
Term: Summes 2016 Subject Astronomy

Title : Survey of Astronomy Schedule Type : Lecture CRN: 30221

TWT 01:20 PM - 02-40 PM Bullding: Nons Room: None Start  Wain

Once you found the class you wish to take, and clicked on the Add button, the course will
be added to the Summary Panel (to be discussed later in this paper)

o 3
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REGISTER FOR CLASSES
Enter CRNs $Schedule and Options.

Search Results —5 Classes m
Term: Summer 2016 Subject: French
Tite Susject Ousaription Cour ¢ Seaion Hours e [ Masting Times c s =

French 1020 01 4 30428 Summer Marig-Calherine, Astrid (Primany] MTWT 09:10 AM - 12:50 PM Building: None Room:N¢ Wain

- Building: None Room: Hone Start Date: 057 uai B A M PR
French 3890 01 1704 30273 Summer 0 Main 1 0f 1 waitlist seats re. i

Frenen 4990 o1 1703 30274 Summer - Building: None Room: None Start Date: 05/: Main e Add
Intemshig Frnch 5990 01 171012 30278 Summer - Buiding: None Room: None Start Date: 05/, Wain L S P Add
ntemship 1 of 1 watist seats re
VAT oarana  Darame o
4 Schedule ¥ schedule Details [ Summary
e DS Tie Cutnit Hon  con Schecui Type  Siatn Aation *
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

gam 15 Ve Frunch | 13t YeFrcs | 13 Ve Franen | 131 Ve Fonnch | - i Fr FREN 1010, 01 4 30580 Lecture Pending Registered via Web | v
10am

Tam
12pm =

1om

2pm
I BT {f .| Total Hours | Registered: 0 | Billing: 0 | CEU: 0 | Min: 0 | Max: 0

Panels ~

Enter CRNs to Regqister

You can also add courses by entering the CRN (from a previous search or meeting with
your advisor). As seen below, you enter in the CRN and click Add to Summary button.
The course will then appear in the Summary Panel, with the status of this action being
Pending (as will be discussed soon).

REGISTER FOR CLASSES

Find Classes lﬂmﬂ' Schedule and Options [

Enter Course Reference Numbers (CRNs) to Register

Term: Summer 2016

cru | 30862

Add to Summary

Register for Classes screen

Once you have completed your search for courses, you will select the Register for
Classes, which will display three panels: Find Classes Panel, Summary Panel, and
the Schedule Panel (see below).

e Search Results will be on top (we have already discussed this)

e Summary Panel is on the bottom right. It will list your registration information.
There are several columns: Title, Details, Hours, CRN, Schedule Type, Status, and
Action.
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e Schedule Panel is on the bottom left. It will display the Class Schedule for the
semester you have registered.

Details Hours CRN Schedule Typ Action

FREN 1010, 01 4 30590 Lecture Registered via Web v

Total Hours | Registered: 0 | Billing: 0 | CEU: 0 | Min: 0 | Max: 0

Submit

Status indicates your actual enroliment in the course(s) (pending in the
example above).

Action is a drop menu with registration options available to you. Once you select an
option from the Action Column, you must click on the Submit button for that action to
take place (for example, Register or Drop).

Schedule Displays both the current semester's schedule.

Schedule | iE Schedule Details I
Jass Schedule for Summer 2016

Sunday Monday Tuesday Wednesday Thursday Saturday
l Yam 1st ¥r French | 1t ¥r French | 15t ¥r French | 15t ¥r French |

10am
|
Iﬁam
I12pm

I ipm

2pm

l[ Open and close bottom panels to display extra registration IrrltprrmmlmﬁJ

Panels ~
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Course Registration

Once you have completed your search for courses, you will select the Register for
Classes, which will display three panels: Find Classes Panel, Summary Panel, and
the Schedule Panel, as discussed previously.

By doing either a Course Search or entering the CRN, once the course is displayed in
the top window, you will click on the Add button with the selected class shown in the
Summary Panel and Pending in the Status column. However, you are not fully
registered in these courses at this point.

REGISTER FOR CLASSES
Enter CRNS Schedude and Dplices

Search ResUlts — S Classes
Term: Summer 2016 Swbject French

Bonging: Hone Boom: Pione SUe Dabe: 057 s

Essilding: Fone Room: Mone Start Date: 050 Wi

one Room: Fasne SIBL

"‘_s.u-a.m | 18 Schecds Detaits
c'n Schedule for Summer 216

Jusm

Semaap

2 Hours | Regisbered: 0 | Bslng: 0 | CEU: 0 | Mim 0 ] Max: 0

Once all courses have been selected for the upcoming semester, to remove the
Pending status and register for classes, you must click on the Submit button.

r'_ I I S S S S S S S S S S S S S S S S S S S - -y

[ Summary

Detaily J t Agtign

FREN 1010, 01 Lecture Registered via Web

I Total Hours | Registered: 0 | Billing: 0 | CEU: O | Min: 0 | Max: 0
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Once the Submit button has been used, all courses should have Registered in the
Status column.

Schedule Type  Status

Lecture Registered

Registration Errors

If you encounter errors when attempting to register, you will find error messages in the
Summary Panel and the top right of the screen.

Summary
Title Details F Schedule Type  Status Action

Personal Finance FCSC 3110, 40 Lecture Errors Preventing Reqis... Remove
ENGL 1010, 01 Lecture Registered Mone

1st¥r French | FREN 1010, 01 Lecture Registered Maone

Student | Joe A Cowboy | @ signout | (2] Notifications

© Fcsc 3110 CRN 30375 Class Restriction

© FCSC 3110 CRN 30375: Field of Study Restriction - Major

/

This will provide you information about the error and a solution to fix the problem.

Waitlist

If a course is closed or full, it may have a waitlist. You will receive a notification in both the
Summary Panel and in the upper right of the screen.

Shudant i Jow A, Cowboy I B Sign Out | i Motificabions

© GEOG 1010 CRN 30547; Closed - 0 Waillisted
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GEQG 1010, 01 30547 Leciure Emors Preventing Reqis Remove

FREN 1010, 04 30590 Lecture Registered Remave
Registered\da Web

ﬁ Wall Listed

You can add yourself to the waitlist using the pull-down menu in the Action column and
selecting Waitlist (as seen above). Once done, the course's status is displayed in the Status
column as Waitlisted (as seen below).

Details Howurs CREN vpe  Status
GEOG 1010, 01 0 30547 : Waillisted

FREN 1010, 01 4 30590

Drop Classes

If you wish to drop a class during registration, before the start of the semester, or before the
Add/Drop deadline, go into the Summary Panel and select Drop via Web from the Action
column.

Summary

Title Details N Schedule Type Status

FREN 1010, 01 Lecture Registered

Mone
Drop via Web

-

Summary

Title Details Schedule Type  Status

151 ¥r French | FREM 1010, 01 Leclture Registered
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After the Regqistration Process is Completed

After you have complete your registration for the upcoming semester, you can go to the
Schedule and Option screen. You can review your schedule, print it out, download a
calendar file to your cellphone, or email it.

Find Classes.

Email Schodule and Downloadabie Calendar File

Email your schecule and an ics Be 1o your calendar Please sen
gain I you make changes fo your schedul

ECON 1010,01 Letter Grade 022018 Sasin e e tunges loyeesdhiomin

Email [ schelamhip@meney.org

Emall | ThanksMom@F orEvenhing sdi
Total Hours | Rogistersd: 3| Billing: 3 | CEU: 0| Min: 0 | Max: 12 Email [ WorkStudylob@uwyo.odu

Sunject [ Jos A Cowboy Summer 2016

Seng

Recap

As a new student to the University of Wyoming and the College of Business, you will
required to register for classes on your own for the upcoming semester. Using the
recommendations from your academic advisor, you use WyoRecords to accomplish this.

This document was created to assist you guide through this new process to familiarize
yourself with this new interface and assist you with the registration process.
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