
Registering for Your First Term Courses (Transfers)
Adding courses using Schedule Planner

STEP 1
Go to my.Bentley.edu and click on the Workday icon.

STEP 2
Click Bentley Faculty, Staff and Students and sign in to your Bentley student account using your full Bentley 
email address and network password.
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STEP 3
Download the Microsoft Multi-Factor Authentication (MFA) app to access Workday. If you are having
difficulty signing in, contact the Bentley Help Desk at: (781) 891-3122.

STEP 4
After logging into Workday, select the Academics icon.
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STEP 5
Under Planning & Registration in the right panel, click on Schedule Planner (undergraduate students only).

STEP 6
In Schedule Planner, to the right of Courses, click Add Course. (Note: some courses are preloaded for you.)
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STEP 7
Under Add Course, use the dropdown menu next to Subject and Course to search for the desired course. To 
limit your initial search, use the tab Search by Course Attribute and choose an appropriate attribute (e.g.
“Culture, Change and Behavior” or “Honors”). When finished, click Add Course. Then click Done.

STEP 8A
Under your Added Courses, select the Options Gear to narrow your search results.
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STEP 8B
Under the selected course, select/deselect the check boxes corresponding to each section according to 
preference. Unselect any section you do not want or cannot take (e.g. unselecting Honors Courses if you are not 
enrolled in the Honors program). Then press Save & Close.

STEP 9
Under Schedules, click Generate Schedules, and then click view to view a schedule.

Select Add Break, create
desired break, and select
the checkbox.

Use the Breaks feature to remove 
course options that conflict with 
other responsibilities (e.g. work or 
sports schedule).

Honors courses are 
designated by an H
and a section number.
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STEP 10
Once you have decided on a schedule, at the top of the page, click Send to Shopping Cart. This returns you to
Workday Student.

STEP 11
Under View My Saved Schedules, select the Fall or Spring semester you are registering for (or enter term and
actual year) in the Start Date within drop down bar. Select OK below.
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STEP 12
Under View My Saved Schedules, you should be able to see the Fall or Spring semester you are 
registering for and Schedule Name, which indicates that the courses are imported from College Scheduler
(Schedule Planner).

STEP 13
If you are currently eligible to register for courses, you will see a Start Registration button below the table. Click

Start Registration.
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STEP 14
Under Register from Saved Schedule, at the bottom of the page, click Register. You are not registered until
you complete this step.

STEP 15
This is an example of what you will see if you successfully registered for courses.
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STEP 16
To see your registered courses in a weekly grid view, click View Registered Courses. Then select View 
Schedule. As a reminder, we generally do not recommend taking more than two academic courses in a row or 
more than three academic courses in a day.
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