
 

Courses and Course Sections 
Courses and Course Sections can be viewed in Workday via specific reports. Using search facets, users can 
narrow down their searches to find information on specific courses or course sections. 

The Course Offerings and GCE Course Offerings reports are custom reports that will default to the upcoming 
academic period once the course schedule for that academic period has been published. These are the 
recommended reports to use when looking for course sections.  

Use Find Courses to find all courses that have been taught at Muhlenberg, regardless of the academic period in 
which it has been taught. Use the Find Course Sections report to view specific scheduled course sections for a 
specific academic period.  

Overview:  

 

This help guide covers how to run and use the following reports:  
●​ Course Offerings 
●​ GCE Course Offerings  
●​ Find Courses 

 
Key Terms:  

 

Academic Period: Period of time with a set start/end date; Semester or 
Term 
Course Section: The semester-specific offering of a course that an 
instructor is assigned to and that a student can register for    
Academic Level: Undergraduate, Graduate, Continuing Education, 
Non-Degree  
Grading Basis: Audit, Credit/Non Credit, Graded, Pass/Fail 
Course Tags:  Used to identify courses that are General Academic 
Requirements or Interdisciplinary Studies (E.g., Writing; Second 
Language) 

 

 

Course Offerings: 
The Course Offerings report will list all undergraduate course sections offered for the upcoming academic 
period, once that schedule is published. This is the recommended report to use in preparation for registration.  

From the homepage:  

1.​ Navigate to the search bar and type Course Offerings. Select the report. 
Note: Advisors can access this report on their Advisor Dashboard. Instructors can access this report on 
their Teaching Dashboard. Students can access this report on their Academics Dashboard.  
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2.​ Click OK to view course offerings for the upcoming or current semester. The Start Date Within field will 
default to the upcoming or current semester. Update to a different term, if desired.  

 

3.​ Use the Search Bar to search for a specific course section.  

4.​ Use the search facets on the left side of the screen to narrow the search by picking a specific Section 
Status, Course Tag etc. 
HELPFUL TIP: The Courses By Course Number Prefix search facets are listed in descending order 
based on the number of course offerings within that subject for the academic period.  

HELPFUL TIP: Use the search facets under Course Tags to search for a course offering that fulfills a 
specific General Academic Requirement, if needed. ​
​
HELPFUL TIP: First-Year Students may use the search facet AFY under Course Tags to search for 
courses appropriate for First-Years, either with no prerequisite or in certain cases, with some prior 
background. 

 

5.​ Click the down arrow to view additional information about the course section.  

2 
 



 

 

6.​ Click the Course Section to review the section details.  

 

 

GCE Course Offerings: 
The GCE Course Offerings report will list all GCE (Graduate & Continuing Education) course sections offered 
for the upcoming academic period, once that schedule is published. This is the recommended report to use in 
preparation for registration.  

From the homepage:  

1.​ Navigate to the search bar and type GCE Course Offerings. Select the report. 

Note: Advisors can access this report on their Advisor Dashboard. Instructors can access this report on 
their Teaching Dashboard. Students can access this report on their Academics Dashboard.  

 

2.​ Click OK to view course offerings for the upcoming or current semester. The Start Date Within field will 
default to the upcoming or current semester. Update to a different term, if desired.  

 

3.​ Use the Search Bar to search for a specific course section.  

4.​ Use the search facets on the left side of the screen to narrow the search by picking a specific Subject, 
Section Status, Course Tag etc. 
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HELPFUL TIP: The Subject search facets are listed in descending order based on the number of course 
offerings within that subject for the academic period. Type in the subject you are looking for in the search 
field below the listed subjects to find additional subjects.  

HELPFUL TIP: Use the search facets under Course Tags to search for a course offering that fulfills a 
specific General Academic Requirement, if needed.  

 

5.​ Click the down arrow to view additional information about the course section.  

 

6.​ Click the Course Section to review the section details.  
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Find Courses: 
The Find Courses report will list all courses that are offered and published at Muhlenberg. The Courses found in 
this report will not have a location, time/date, or instructor attached, therefore students will not be able to 
register for the course off this report.  

From the homepage:  

1.​ Navigate to the search bar and type Find Courses. Select the report. 

Note: Advisors can access this report on their Advisor Dashboard. Instructors can access this report on 
their Teaching Dashboard.  

 

2.​ Use the search bar to find a specific course.  

3.​ Use the search facets on the left side of the screen, to narrow the search by picking a specific Academic 
Level, Course Tag, Instructional Format etc. 

​
4. Click on a Course to review Course details.  
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