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Adding, Swapping or Dropping a Class in Workday

Workday is an evolving product. Each week large and small features are released. If you find this documentation
different from the experience you have for this process, please let us know at ga_registrars_office@bentley.edu

How to Find and Register for a Course (ADD)

Adding a course(s) to your student schedule

After logging into Workday Select Academics

Select Bentley Find Courses Sections under Planning and Registration in the right panel
@ Planning & Registration

View My Courses

Bentley Find Course Sections

Schedule Planner {undergraduate students only)
More (3)

Enter the semester in “Start Date within*” you wish to search in and the Academic Level* when
prompted

Start Date within *

Academic Level * =

~
cancel | oK
<
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Browse, scroll through, and apply filters to find your perferred course(s).

Choose your preferred course(s) by clicking on the course title.

) search

Current Search 943 Results

AC 1157 = Introduction to Financial Reporting and Analysis
2025 Spring Semester | 01/21/2025-04/30/2025 | Introduction to Financial
« Academic Period

AC 11510 - Introduction to Financial Reporting and Analysis
20125 Spring Semester (0172 [943) 2025 Spring Semester | 01/21/2025-04/30/2025 | Introduction to Financial

~ Subject
) AC 11517 - Introduction to Financial Reporting and Analysis
2025 Spring Semaster | 01/21/2025-04/30/2025 | Introduction o Financial

Finance (104)

English & Media Studies (93) AC 11512 - Introduction to Financial Reporting and Analysis
(¥) 2025 Spring Semester | 01/21/2025-04/30/2025 | Introduction to Financial
Management (81)

AC 115-13 - Introduction to Financial Reporting and Analysis
2025 Spring Semaster | 01/21/2025-04/30/2025 | Introduction o Financial

Computer Information Syste.. (80)

Accounting (68)

O More AC 11514 - Introduction to Financial Reporting and Analysis
2025 Spring Semester OV 2 20250430/ 2025 Introduction 1o Financial

~  Delivery Mode

AC 11515 - Introduction to Financial Reporting and Analysis
In-Parsan (750] 2025 Spring Semester | 01/21/2025-04/30/2025 | Introduction to Financial

Hybrid (126)
: AC 115-16 - Introduction to Financial Reporting and Analysis

Online (67) 2025 Spring Semester OV 20250430/ 2025 Introduction 1o Financial

> Section Status AC 11517 - Introduction to Financial Reporting and Analysis
2025 Spring Semester | 01/21/202504/30/2025 | Intraduetion o Financial

» Campus Locations
AC 115-18 - Introduction to Financial Reporting and Analysis
2025 Speing Semester | 01/21/2025-04/30,/2025 Introduction to Financial

» Locations
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Under View Course Section select Start Registration at the bottom

View Course Section  ©5 3701 - inva 1o Machine Leasring
General Information
Course £5370 - 4o 10 Machine Learming

[

Aeaderic Poricd

Primary Instructer  Angl X

StaryEnd Date
Status Gpan
Total Section Capacity ol

Fleserved Seats Avallable 2% of 25

Ovam. mE

Awels Seats

Reserved Geats Avaidabls by Elgiblity 2 sema

Ehgaty Rubs S0t Capacity

Motk 25 E

Additional Details

Uniss

Grading Basis

Eligibility

Instructional Formats ~ Lect,
Dilivery Mode InvParson
Campunt

Maeting Patterrs

Conrsn Taga

Add to Saved Schedule (

Start Registration >

Under Register for Course Section, select the desired section. Then click Register.

G5 370 - Intro to Machine u
Leaming
— Course Listing
Description
Eligible
Lecture

Select Section

Grading Basis

Units

Undt Typa

Converted Registration Units

and data exploration techniques, are ;

5 370 - Infro to Machine Learning

This course provides a hands-on introduction to the subje

plemented with

ansignments provide hands-on experience with data expl:

Section

Eligible Status 5

5 37041 - Inten to Maching Open
Leaming

* Graded

3

Semester Unita

3 Units
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Please review the registration results to verify if your registration was successful. You may
receive an alert indicating that you have been added to the waitlist or that the registration
could not be completed, along with the reason.

Register for Course Section

O

Review your course registration status. You're either waitlisted or unable to register for 1 or mare courses.




BENTLEY

workday. UNIVERSITY

Course SWAP
Using SWAP to Update Course Schedule

After logging into Workday Select Academics

Select View My Courses under Planning and Registration in the right panel

(3 Planning & Registration

Find Course Sections
View My Courses

Find Courses

More (3)
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Under the My Enrolled Courses table, select Actions next to the course listing then Swap.

My Enrolled Courses 5 items

Course Listing Actions Units
Q LA 102 - Environmental ( Actions v ) 3
Law
Drop
Q  EC483- Applied EN ;
E llll ha . mm T -

Select New Course or New Section

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

Mew Course

Mew Section

Search for and select the perferred class, then click OK.

Courseto Drop  PH 253 - Theories of Reality

Course to Add #* | fearch = Eligible  Yes

¥ P3230- Sports
Psychology

Cancel
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Check the "Select" and "Confirm Swap" boxes, then click OK.

1 itemn
Select Section
ﬂ PS5 230-001 - Sports Psychology

Confirm Swap *

Cancel
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Dropping a Course
Using Drop to Update Course Schedule

After logging into Workday Select Academics

Select View My Courses under Planning and Registration in the right panel

2 Planning & Registration

Find Course Sections
View My Courses

Find Courses

More (3)
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Under the My Enrolled Courses table, select Actions next to the course listing then Drop

My Enrolled Courses 5 items

Course Listing Actions Units

Q LA 102 - Environmental 3
Law

Swap 3

Q EC 483 - Applied
Econometrics

To confirm the dropped course, click Confirm and then OK.

Registration to Drop 1 iter = 7
Section(s)
Grading '
Course Basis Units Meeting
Section Instructional Fonmat Tim Localion Instructor Stari Date End Date
EC 112 - Principles of Graded 3 EC112-AL1 - Principles of Lecture Sacha Gelfer o7rois2me 08/08/2
MECIDECONOMICS Macroeconomics -
1]
Confirm &
Cancel

A confirmation screen should appear confirming that the course has been dropped.

Drop Student Course Registration

The task was completed succ‘essfuliy




