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ADDING, SWAPPING, OR DROPPING A COURSE

What is the difference between ADDING, SWAPPING, and DROPPING?

ADDING is the ability to add new courses to your schedule. Students can ADD classes to their schedules
starting on their registration day (given they have no holds on their account) through the end of the
Add/Swap period.

SWAPPING allows students to simultaneously switch a current course for a new course or a new section of
that same course. Swapping is helpful because it keeps your seat in your current course if the change
can’t be made. Students can SWAP classes in their schedule starting on their registration day (given they
have no holds on their account) through the end of the Add/Swap period.

DROPPING a course is the ability to remove a course from your schedule and not have it on your academic

record. Students can DROP courses from their schedule starting on their registration day through the end
of the Drop period.

What are you looking to do?

e ADD a course to your schedule: Go to Adding a Course on page 2.
o If you also plan to drop a class, go to SWAP.

e SWAP a course in your schedule: Go to Swapping a Course on page 7.

e DROP a course from your schedule: Go to Dropping a Course on page 12.
o If you also plan to add a class, go to SWAP.

NOTE: Make sure you are paying attention to deadlines! After certain dates unique to each action, you will
no longer be able to add/swap, drop, or withdraw from a course.



Adding a Course

Select Academics from the menu in Workday.
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On the Academics page, select Bentley Find Course Sections within the Planning & Registration section.
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In the pop-up, click in the Start Date Within box and type in the semester you wish to search (i.e., Fall
202X) and Select enter. Click in the Academic Level box and select Undergraduate. Select OK.

Bentley Find Course Sections

Start Date within *

Academic Level *

Bentley Find Course Sections

Start Date within * | 2025 Fall Semester
(09/02/2025-12/16/2025)

Academic Level * | x Undergraduate

If there is a specific course you wish to search for, you can type that course subject and number into the
search bar.
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If you are looking for a course to fill a requirement with multiple options (such as a Context and
Perspectives or an Arts & Science elective), you can use the filters on the left.

Important filters to note:

e Section Status
e Course Tags

| Economics (51)

© More
= MENU w
v Delivery Mode
Bentley Find Course Sections -2 1§ ] InPerson (781)
Start Date within 2025 Fall Semester (09/02/2025-12/16/2025) Academic Leve (] oniine (65)
search ~ Section Status

[] open (481)

[] Closed (365)

> Course Definition

Current Search 846 Results
~ Course Tags
AC 115-1 - Intreduction to Financial
2025 Fall Semester | 09/02/2025-12/16/2(

Context and Perspectives : (49)
v Academic Period U

_l 2025 Fall Semester (09/02/_ (B46)

AC 115-10 - Introduction to Financial
2025 Fall Semester | 09/02/202512/16/20

[Z] context and Perspectives - . (30)

[] Context and Perspectives = L. (35)
~ Subject AC 115-11 - Introduction to F [_] context and Perspectives = .. (31)
2025 Fall Semester | 09/02/2025 12/ 16/ 2L
(] Acoounting (52) [] Context and Perspectives = _ (34)
|| Career Development (24) AC 115-12 - Introduction to Financial [7] context and Perspectives (25)
@ 2025 Fall Semester | 09/02/202512/16/2(
[] chinese (4) [] course Category = Arts and . (229)

AC 115-13 - Introduction to Financial
2025 Fall Semester | 09/02/2025-12/16/2(

("] Computer Information Syste... (72) [] Course Category : Asynchro... (65)

(] Economics (51) [] Course Category  Business_.. (179)
© More AC 115-14 - Introduction to Financial

|__| course Category - Directed .. (2
2025 Fall Semester | 09/02/2025-12/16/2

v Delivery Mode [] course Category = Embedde

AC 115-15 - Introduction to Financial

2025 Fall Semester | 09/02/2025-12/16/2C [ Course Category - First Year (308)

[] nPerson (781)
[_] course Category - Program__ (39)
[ online (65)

AC 115-16 - Introduction to Financial
2026 Fall Semester | 09/02/2025-12/16/2C [_] Course Category = Serviee-L. (61)

> Section Status

Course Focus = Communica... (76)

Example:

(] 2025 Fal semester (vo/02/.. (17) 2025 Fall Semester | 09/02/2025-12/16/2025 | Global Media | Open | BenAslinger | 26/27 | Lecture

>
Subject EMS 392-1 - Youth Cultures in Intl Cinema

2025 Fall Semester | 09/02/2025-12/16/2025 | Youth Cultures in Intl Cinema | Open | Samir Dayal | 1/27 | Lecture
~ Delivery Mode

EMS 392-2 - Youth Cultures in Intl Cinema
[ ] inPerson (17) () 2025Fall Semester | 09/02/2025-12/16/2025 | Youth Cultures in Intl Cinema | Open | Samir Dayal | 1/27 | Lecture

~ Section Status GLS 116-4 - International Relations

2025 Fall Semester | 09/02/2025-12/16/2025 | International Relations | Open | Young JuRhee | 14/27 | Lecture

Open (17)

GLS 116-6 - International Relations
] closed (13) 2025 Fall Semester | 09/02/202512/16/2025 | International Relations | Open | Zhizhenlu | 14/27 | Lecture

>
Course Definition GLS 116-7 - International Relations

2025 Fall Semester | 09/02/2025-12/16/2025 | International Relations | Open | NkasiWodu | 25/27 | Lecture
~ Course Tags

MLCH 201-1 - Continuing Chinese |

7' Context and Perspectives = .. (12) 2025 Fall Semester | 09/02/2025-12/16/2025 | Continuing Chinesel | Open | Jialu | 9/20 | Lecture

Context and Perspectives = .. (17)
MLFR 201-1 - Continuing French |

2025 Fall Semester | 09/02/2025-12/16/2025 | Continuing French | | Open | Dana Simpson | 15/20 | Lecture

e

(] context and Perspectives -

| Context and Perspactivas = . (9) .
MLIT 102-1 - Discovering Italian Il

[ Contest and Perspectives = .. (18) 2025 Fall Semester | 09/02/202512/16/2025 | Discovering talian Il | Open | Jasmyne Raneri | 10/20 | Lecture



Once you find a course you wish to add to your schedule, click on the course title to view more information
about that section.

| GLS 116-4 - International Relations|
2025 Fall Semester | 09/02/2025-12/16/2025 | International Relations | Open | Young JuRhee | 14/27 | Lecture

On the View Course Section page, click Start Registration at the bottom of the page.
If the Start Registration button is not there, you cannot enroll in that course. Potential reasons include:

You don’t meet the course prerequisite(s)
The course is closed

You don’t have a valid registration time
Reserved Capacity (while in effect)

There is a registration hold on your account
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View Course Section  GLs 116-4- International Relations () ST
General Information Additional Details
Course GLS 116 - Intemational Relations Units. 3 Units

Description course introduces students to International Relations Grading Basis Graded
{ id ce. Students will learn key
iy of IR, through which they can
better understand and analyze Important issues in global polities
and the world economy. The course begins with an overview of
\ !

Pass/Fall

Instructional Formats  Lecture

the central themes, core principles and key concepts of IR, as Delivry Mode I Ferson
well as the changing nature of the intematicr: -
the pre Cold Wer end post-Cold Wor eras. It discu Mesting Pattems B
theoreticsl approaches of IR and then foct seweral key is- v S
sue areas, including peace and security, confict and terrorism,
9r v : Course Tags Context and Perspectives : Globalization

weapons of mass destruction, international cooperation and or-

ganizations, in

nance, relations between developed and developing regions,

paverty and economic development, and the chalienges of man

aging the enviranment, resources, and technolagical and infor-

mation revolution in the age of globalization. LSM : Ethics and Social Responsibility
© More (2)

Course Category ;- Arts and Science Course

Course Focus = Intemational Intensive
LSM : Earth, Environ

Global Sustainability

Academic Period 2025 Fall Sernester (09/02/2025-12/16/2025)
I Notes Context and Perspectives: Globalization I

Primary Instructor  Young Ju Rhee

Start/End Date 09/02/2025 - 12/16/2025
Status Open
Total Section Capacity 27

Seats Available 130f27

( Start Registrotion ) Any information related to the specific course
- section such as prerequisites, applicable

Context & Perspective themes, or if the section is

Example Of Course Wlth a Prerequisite. reserved for certain populations (i.e., Honors or

reserved capacity) will be listed here.

Advanced standing students should seek
guidance from their advisor regarding their
graduate courses and prerequisites.

View Course Section F1307-3- Advanced Managerial Finance (-

General Information Additional Details
Course F1 307 - Advanced Managerial Finance Units 3 Semester Units
Description This course builds on materials covered in FI 305. Topics covered include capital budgeting under uncertainty, capital struc- Grading Basis Graded

ture and payout policy, investment banking and public offerings of securiti se financing and hybrid securities, mergers,

acquisitions and other forms of corporate restructuring, bankruptcy and i ions, and an introduction 1o derivative securi-

ties and corporate risk management. Course pedagogy includes the use of cases to bridge the gap between finance theory  Ejigibitity
and real-world applications.

Pass/Fail

( Student has satisfied all of the following

[Student has completed all of the following course(s): F1 305 - P liples of Accounting and Finance]

Or Student has satisfied all of the following

[Students who specified one or more of these Programs offlidy or Program Foci: Exchange Student - Full Year,
Exchange Student - Term Only] )

And Student has satisfied all of the following:

Academic Period 2025 Fall Semester (09/02/2025-12/16/2025)

Primary Instructor  Jordan Neyland [Student has not met all of the following

Student has satisfied all of the following:

has comph Il of the folk Ms): 1 627- ance: Appl A T

Start/End Date 09/02/2025 - 12/16/2025 [Student has completed all of the following couf i(s): FI 627 - Corporate Finance: Applications and Advanced Topics]]
Instructional Formats  Lecture

Status Open

) ) _ Delivery Mode In-Person

Total Section Capacity 35

Seats Available 30f35 Campus @ Bentley Campus
Meeting Patterns Lindsay Hall 25 | Th | 8:00 A#10:50 AM

Add 1o Saved Schedule Start Registration
. / Course Tags Course Category : BudjfiSs Course
I Notes Pre-Req: FI 305 I




Select Register.

Register for Course Section

»

+) Add Course

[l

OLS 116 - International
Relations.

Start Date End Date Delrrary Modo Meeting Patterns Instructor

Sxies g

Check to see if the course is listed under Successful Registrations, confirming you did register for the
course.

If you wish to see your other registered courses and your full schedule, click View Registered Courses.
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Registered Courses 1 item x:] =/ E
Course Section Meeting Times Location
GLS 116 - International Relations (++) GLS 116-4 - International Relations (=++) M/Th | 2:00 PM - 3:20 PM (=)

< View Registered Courses > C View Student Account >




Swapping a Course

Select Academics from the menu in Workday.
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On the Academics page, select View My Courses within the Planning & Registration section.
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On the View My Courses page, find the course you wish to swap. Hit the Actions button and select Swap
from the dropdown.

= MENU w Q  Search O ':p § 8
View My Courses

Finance - BS (BS)

2025 Fall Semester (09/02/2025-12/16/2025)

( calendarview ) (  EditRegistation )

My Encolled Gouraes. & @ v e o @E

Registered Lecture In-Person Th19:30 AM - 10:50 AM ' 09022025 10122025

Your next steps will be determined by whether you want to switch sections of class or switch into a new
course.

e If you want to swap sections of a course, continue to Step 5.

e [f you want to swap into a new course, skip to Step 8.

To begin the process of swapping sections, select the New Section bubble. It will auto populate the name
of the course you want to swap sections of.

Select OK.

Swap Student Course Registration

Select a course to add and register in and replace the course you want to drop.




On this page, you will need to uncheck the section you are currently in and then check the new section you
want to be in. Double-check that the section you want to swap into is open.

Select OK.

Swap Student Course Registration

Select the section(s) you wish to add. Confirm that you wish to drop the section you are swapping out.

Course CDI 201 - Career Design Introduction
Description CDI 201 is for sophomores and focuses on helping students determine appropriate major and career path based on their strengths, interests, skills, and values. The curriculum is centered on advanced StrengthsFinder-based assessment, Strong Interest Inventory as-
sessment, major decision assessment and customized career action planning. This course is a non-credit course and will not appear on the transcript. The 4-week class is only offered in the Fall of students’ second year, and covers applying talent in career explo-

inder ), and environment “fit” based on interests (Strong Interest Inventory assessment), major and career pathing and decision making, and customized career design action planning

ration based on strengths

Academic Period 2025 Fall Semester (09/02/2025-12/16/2025)

Lecture o
Uncheck current section
15 ftems =@
.
Section Section Wait List
Select <tion Eligible Status. Start Date End Date Delivery Mode Meeting Patterns Instructor Capacity ~ Seats Available Capacity
L Introduction
CDI201-13 - Career Design Open 09/02/2025 10/12/2025 In-Person Th|9:30 AM-10:50 AM | Kristine Vidic 25 18 0
Introduction
CDI201-14 - Career Design Open 09/02/2025 10/12/2025 In-Person Th[1230PM-1:50 PM | Alyssa Hammond 25 19 0
Introduction
CDI 201-15 - Career Design Open 09/02/2025 10/12/2025 In-Person Th| 200 PM- 3:20 PM Paul Stanish 25 22 0
Introduction
CDI 201-2 - Career Design Open 09/02/2025 10/12/2025 In-Person M| 11:00 AM - 12:20 PM | Jennifer Larson 25 1 0
Introduction
CO® B C: H 09/02/2025 10/12/2025 In-Pe M| 12:30 PM- 1:50 PM Je ifer Lz 25 16 0
Y a CheCk new section in-Person | | jennifer Larson

Confirm if the course is listed under Successfully Registered Sections.

If you wish to see your other registered courses and your full schedule to confirm course section was
swapped, repeat Steps 1 and 2.

= MENU w Q Search O I:P & 8

Swap Student Course Registration LE T
For Course CDI 201 - Career Design Introduction
Selected Sections  CDI 201-15 - Career Design Introduction
Successfully Registered Sections 1 ftem H=-@[oE
-
Section Meeting Times Location
CDI 201-15 - Career Design Introduction Th|2:00 PM-3:20 PM
v

The steps listed below are if you want to swap into a new course.




To begin the process of into a different course, select the New Course bubble. It will auto populate the
name of the course you no longer want in your schedule.

Select OK.

Swap Student Course Registration

Select a course to add and register in and replace the course you want to drop.

ew Course

ew Section

CoursetoDrop  EC 111 -Principles of Microeconomics

Course to Add #

Click in the Course to Add box and type the subject and course number (i.e., ST 113) of the course you

want to swap into.

Swap Student Course Registration

Salect a course to add and ragister in and replace the course you want to drop.

Course to Drop  EC 111 - Principles of Microeconomics

Course to Add

Swap Student Course Registration

Select a course to add and register In and

Jace the course you want to drop

CoursetoDrop  EC 111 - Principles of Micre

Course to Add * Eligible

Cancel )

On this page, you will need to select the section of the new course. Double-check that the section you want

to swap into is open and has seats.

Swap Student Course Registration

Select the sections and possible corequisite sections for the course you want to add. Review and confirm the course to drop. If this course is a corequisite for another course you're registered in, you must drop both courses.

Select Sections for Course to Add

Course ST 113 - Business Statistics

Description

Academic Period 2025 Fall Semester (09/02/2025-12/16/2025)

Modern businesses rely on data professionals to enhance and suppert decision-making. The primary objective of this course is to acquire proficiency in statistical techniques and concepts so that informed decisions may be made throughout critical business pro-
cesses. Thus, the major topics of the course include: Descriptive statistics, both graphic & numeric; Probability and probability distributions, including (at least) the binomial and normal; Sampling distributions for means and propertions; Confidence interval estima-
tion; Hypothesis testing; Simple linear regression. Applications will be drawn from primary business disciplines such as accounting, economics, finance, information systems, management, and marketing.

Lecture

18items =@
-

Section Wait List

Select ection Eligible Section Status __Start Date. End Date Delivery Mode Meeting Pattemns Instructor Capacity Seats Available. Capacity

— —— — s — —— —
ST113-10- Business Statistics Open 09/02/2025 12/16/2025 In-Person T/F | 8:00 AM-9:20 AM | Eddie Kim 35 18 0
D ST 113-11 - Business Statistics Closed 09/02/2025 12/16/2025 In-Person T/F | 9:30 AM - 10:50 AM | Eddie Kim 3% 0 0

10



Scroll to the bottom of the page and check the Confirm Swap box.

Select OK.

0 ST 113-1H - Business Statistics Closed 09/02/2025 12/16/2025
0O ST 113:2H - Business Statistics Closed 09/02/2025 12/16/2025
= ST 113-3- Business Statistics Open 00/02/2025 12/16/2025
Course to Drop Confirmation 1 item
Section Instructional Format
EC 1117 - Principles ef Microeconomics ecture

Confirm Swap * [ |

p
\

~
Cancel )
/

Confirm if the new course is listed under Successful Registrations.

Waitlist Date

W] 11:00 AM- 1:50 PM

M/Th|12:30 PM- 1:50 PM

Th | 8:00 AM - 10:50 AM

Registered Date

05/27/2025 021504 770 PM

Enroliment Date

*Unregistered Date

o
LI
=m. @[
=

07/31/2025 11:10:18.031 AM

If you wish to see your other registered courses and your full schedule, click View Registered Courses.

Swap Student Course Registration

v/

Successful Registrations
Registered Courses 1item
Course Section

ST113 - Business Statistics ST 113-10 - Business Statistics

( View Registered Courses ) View Student Account )

Meeting Times

11



Dropping a Course

Select Academics from the menu in Workday.
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On the Academics page, select View My Courses within the Planning & Registration section.
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Hold Hold Hold
Details Reason Description Resolution Instructions Types
No items available.
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On the View My Courses page, find the course you wish to swap. Hit the Actions button and select Drop
from the dropdown.

= menw w Q search o P L a

View My Courses 3 ®

Finance - BS (BS)

2025 Fall Semester (09/02/2025-12/16/2025)

( colendarview ) [ EditRegistration )

My Enrlld Courses 6 i @ = oo @[

Course Listing Actions Units  Grading Basis Section Registration Status  Instructional Format  Delivery Mode. Mesting Patterns Instructor Start Date End Date

1211872025
.rL
tal Act s 1 1 Regits L InP T/Th|330PM " 0 1
a
( ctions s L !
Y i Hegisterest Lecture InPerson T/F | 8:00 AM - 9:20 AM 09/02/2028  12/16/2028
fet J ! MICHAEL METZLER
1 et Registered Lecture In Person WIB30PM-310PM | T Wz Va0
DI 201 - Garesr Dasgn  actons v )

reer Dasign Regintered Lecture In-Parson Th19:30 AM - 10:50 AM 09022025 10122025
Introduction Keletin

> 5
J [or ] .

> My Dropped/

Enrolled Units 15

On the next page, check off the Confirm box.

Select OK.

Drop Student Course Registration
Please review the information below and confirm to drop.

Student  Hamdi Ali (810014813)

Drop Date  07/28/202502:32:02 PM

Registration to Drop 1 item

il
i
» B

Course Grading Basis Units Section Ingtructional Format Meeting Time Location Instructor Start Date End Date

CDI 201 - Career Design Introduction Pass/Fail Only 0 CDI201-13 - Career Design Lecture Th9:30 AM-10:50 AM Kiistine Vidic 09/02/2025 10/12/2025

confirm *(&)

[ -] =D

Confirm that the task was completed successfully.

If you wish to see your other registered courses and your full schedule to confirm the course was dropped,
repeat Steps 1 and 2.

Drop Student Course Registration

The task was completed successfully.
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