
How to Register for Classes from a Saved Schedule 

 

 

HOW TO REGISTER FROM A SAVED SCHEDULE 
 

Step 1 

Select Academics from the menu in Workday, either by: 

• Top-left menu and select “Academics,” or, 

• Click “Academics” from the top apps in the bottom-right corner of your screen (see image below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 2 

Click More under Planning and Registration to select the View My Saved Schedule link (shown below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 3 

You should see the screen shown below, which includes the courses you sent from schedule planner. 

 

When it is your time to register, please refresh this page. After the page loads, you should see the Register 

button in the left-most column. 

Be sure you are paying attention to the “Alerts” column! 

This column will tell you if you are not eligible for a specific section/course, if there is a time conflict in your 

courses, and/or if there is a section in your plan that is closed. 

 

To update your saved schedule (e.g., swap sections or remove a course) —whether due to an alert or 

another reason—click the “Actions” button. Be sure to save any changes. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4 

Once you hit the Register button on your Saved Schedule, you will be brought to the following page: 

 

This page will outline the courses in your saved schedule, along with their sections. You need to click the 

Register button to try to secure seats in the courses included in your plan. 

Step 5 

On the next screen, review the courses you successfully registered for (as shown below): 

 

 

 

 

 

 

 

You should see the heading “Successfully Registered Courses,” and then the table below it should display 

all the classes you are registered for. 

IMPORTANT: Look for the Unsuccessful Registrations heading to find courses you weren’t registered for. If 

you find this heading, watch the video guide on resolving unsuccessful registrations or review the 

Completing an Unsuccessful Registration guide. 

If you are waitlisted for a course, it will show in a separate table on this page. 

 

 

 

 

 

https://videos.bentley.edu/media/t/1_8w4egqb6


Step 6 

Next, select View Registered Courses under the table to open the View My Courses page in Workday. 

 

 

 

 

 
 

 

 

 

 

 

 

 This page shows details of your registered courses, including section, instructor, and meeting times. Click 

“View Schedule” to view a visual layout and ensure your schedule is manageable. 

 

 

 

 

 

 

 

 

 

 

GENERAL RECOMMENDATIONS: 

• No more than 2 classes in a row. 

• No more than 3 classes in a day. 

• No more than 1 evening or double block class to ensure that you are comfortable with this course 

format. 

OR 


