
 

How to Declare a Course Pass/Fail 

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. 

STEP 1 
After logging into 

Workday, click on the 

Profile icon in the top 

right corner. Select 

VIEW PROFILE.  

 

 

 

 

 

 

 

 

 

STEP 2 
On your student profile 

main screen select 

ACADEMICS. You will then 

click the CURRENT CLASSES 

tab and click on the EDIT 

REGISTRATION button.  

 

 
 

 

 

 



 

STEP 3 
For Registration*, you will 

select one course out of your 

current enrollment that you 

wish to declare Pass/Fail. The 

Change Type* should be listed 

as GRADING BASIS. Click OK.  

 

 

 

 

 

 

 

STEP 4 
The New Grading Basis* will 

need to be PASS/FAIL. Click 

SUBMIT. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

STEP 5 
After you’ve submitted your 

Pass/Fail Declaration, a 

confirmation message will 

appear prompting you to 

complete a mandatory 

questionnaire. 

 

 

 

 

 

 

 
 
If you click away from the screen too quickly, the questionnaire will appear in your Workday window.    

 

 

STEP 6 
You must complete the 

questionnaire (Pass/Fail 

Declaration Agreement). 

Click SUBMIT.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

STEP 7 
Once you’ve completed the questionnaire, your submission will be sent to the Registrar’s Office. You will be notified in 

your Workday inbox if 

your Pass/Fail 

Declaration was 

APPROVED or DENIED. To 

confirm that your 

request was approved, 

view MY ENROLLED 

COURSES and view the 

GRADING BASIS.  

 

 

An approved Pass/Fail declaration would look like this: 

 

 

 

 

 

 

 

 

If your request was 

denied by the 

Registrar’s Office, it 

would look like this:  
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