
Registration
Overview:
Note from the Dean of Academic Life: Faculty advisors and student advisees are engaged in an
advising partnership with mutual expectations and responsibilities. As a student, you are expected to
be familiar with all academic policies and graduation requirements. Your faculty advisor serves as a
knowledgeable mentor who will suggest, encourage, interpret, and guide. Ultimately, you are
responsible for your own academic career and course registration.

Registration occurs during set time frames throughout the year. Before you may register you must have
completed your New or Continuing Student Onboarding tasks in your Workday inbox. You also must create an
Academic Plan and receive plan approval from your Academic Advisor. Once you have met with your Academic
Advisor and have received approval on your plan, use the steps below to register for courses during the
registration window.

Note: Self-service registration may or may not be needed for an Accelerated or Graduate student. Please
contact your advisor.

This help guide covers how to:
● Create Schedule from Academic Plan
● Register from a Saved Schedule
● Register for a Course or Add Course to Schedule from a Course

Section
● View My Courses
● Drop a Course
● Swap a Course
● Request Course Section Prerequisite Override
● Enroll in a Waitlisted Course

Key Terms:
Academic Period: Period of time with a set start/end date
Grading Basis: Audit, Credit/Non Credit, Graded, Pass/Fail
Course Cluster: Grouped course sections meant to be taken together
(E.g., Lecture/Lab/Recitation)
Troubleshoot: Specific reasons why you cannot register for a particular
course section

Icons:
Prompt

Required Field

Add a Row
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Create Schedule from Academic Plan
From the homepage:

1. Navigate to the Academics application.

2. Select Create Saved Schedule from Plan within the Academic Advising section of the dashboard.
Note: You may need to click More to view all options within the Academic Advising section.

3. Click the prompt to select the Academic Plan you would like to build a schedule from.

4. Click the prompt to select the Start Date within. Choose the semester you are building this schedule for.

HELPFUL TIP: Always select the full semester (E.g., 2020 Fall Semester).

5. Click OK.

6. Enter a Saved Schedule Name.

7. The courses you have included in your academic plan are listed on the left-hand side of the page. Click
each course to view the course sections available.

8. Select the course sections to add to this schedule using the Select checkbox next to the course
section.

Note: For any course requiring multiple components (E.g., Lecture, Laboratory, and/or Recitation) you will
need to select an option for each required component. To ensure you are selecting the correct cluster you
must review the notes on the course section using the Course Offerings report. You will not be able to
determine which course section components go together from this screen. Open a new browser tab
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and use the Course Offerings instructions beginning on page 5 of this guide.

9. Click OK to add the course sections to your saved schedule.

10. Click Calendar View to see your schedule in a calendar view.

11. Click Close once you are done viewing.

12. Click Done.

You are NOT registered for these course sections yet. Follow the below instructions during your
registration window to register from your saved schedule
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Register from a Saved Schedule

1. Navigate to the Academics application.

2. Select View My Saved Schedules within the Planning & Registration section of the dashboard.

3. Click the Actions button on the saved schedule you wish to review to either:

a. Add Course Sections to select specific sections of the courses you previously added to
your plan.

b. Edit to rename your saved schedule.
c. Remove to remove course sections from this saved schedule.

4. Click Register to begin registering from this saved schedule.

Note: If the register button is not visible, check your registration appointment time and any
registration holds on your account. You can find this information on your Academics dashboard.
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5. Click Add Course to make edits from the registration page. This will allow you to add a new course and
see the associate course sections. You may then select the course section you’d like to add to your saved
schedule and register for.

6. The courses you have included in this saved schedule are listed on the left-hand side of the page. Click
each course to view the course sections you have included in this schedule. The course sections you have
included are indicated by the Select checkbox . Update as needed.

7. Click Register.

8. Please review the confirmation screen carefully. Below is an example of Unsuccessful Registrations.
Take note of the Reason column if your registration is unsuccessful.
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Register for a Course or Add Course to Schedule from Course Offerings
Report

1. Navigate to the Academics application.

2. Select Course Offerings or the GCE Course Offerings report within the Course Offerings section of the
dashboard.

3. 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.

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

5. Use the search facets on the left side of the screen to narrow the search by picking a specific Course
Number Prefix, Section Status, Course Tag etc.
HELPFUL TIP: The search facets are listed in descending order based on the number of course offerings
within that category for the academic period. Click on the More button to find additional options.

HELPFUL TIP: Use the search facets under Course Tags to search for a course offering that fulfills a
specific General Academic Requirement, if needed.
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6. Click the down arrow to view additional information about the course section.
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7. Click the Course Section to review the section details.

8. Always review the Notes section for important information regarding this course section. The note may
include the exact lecture, lab and/or recitation section(s) to register for to complete the cluster.

9. Click the Cluster Requirements section to view the required course sections you must enroll in if this is a
clustered course.

10. Click Add to Saved Schedule to add this course section to a saved schedule. Ensure you add ALL
necessary course sections if this is a clustered course.

11. Click Register to register for this course section.

12. If you are registering for a clustered course, on the Register for course section page, ensure the correct
Lecture, Laboratory and/or Recitation sections are selected based on the Note.
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13. If you are not eligible to register for this course section, you will see the Troubleshoot button. Click to
troubleshoot why you cannot register for this course section.

14. Look for the No in the Can Register column and review the details to determine why you cannot register
for this course section.
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15. If you are eligible to register for the course section, you will see Start Registration rather than troubleshoot.
Click Start Registration to register for this course section.
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16. Review the confirmation screen carefully to ensure your registration was successful.

View My Courses

1. Navigate to the Academics application.

2. Select View my Courses within the Planning & Registration section of the dashboard.

3. Under My Enrolled Courses you can view the courses you are officially registered for a particular
semester.

Drop a Course

1. Navigate to the Academics application.

2. Select View my Courses within the Planning & Registration section of the dashboard.
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3. Locate the Course Section you wish to drop.
Note: Drop functionality is only available until the Add/Drop deadline.

4. Click Drop next to the course section you wish to drop.

5. Click the Confirm checkbox .

6. Click OK.

7. Click Done.

Swap a Course

Use Swap a Course to enroll and drop a course simultaneously.

1. Navigate to the Academics application.

2. Select View my Courses within the Planning & Registration section of the dashboard.
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3. Locate the Course Section you wish to swap for another course or course section.
Note: You must still be within your enrollment period to swap a class.

4. Click Swap next to the course section you wish to drop.
Note: You may need to scroll to the right to locate the Swap button.

5. Indicate if you would like to register for a new course or a new course section.

6. If you Select New Course:

a. Click the prompt to select the Course to Add.

b. Click OK.

c. Select the Course Section to add.

d. Click the Confirm Swap check box .

e. Click OK.

f. Click Done.
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7. If you select New Section:

a. Click OK.

b. Select the Course Section to add.

c. Click OK.

d. Click Done.

Request Course Section Prerequisite Override

Use this task to request a faculty member approve a course prerequisite override. It is recommended to request
this override before your enrollment window and can be done any time after the semester course schedule has
been released.

From the homepage:

1. Navigate to the Academics application.

2. Select Request Course Section Prerequisite Override within the Planning & Registration section of the
dashboard.

3. Click the prompt to select the Start Date Within to choose the semester for which you’re requesting a
prerequisite override.

4. Click the prompt to select the Course.

5. Click the prompt to select the specific Course Section you are requesting the override for.
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6. Click OK.

7. Click Submit.

Your request is sent to the applicable instructor for approval. You will receive an email notification
once your override is approved or denied.

Waitlisted Courses
If the enrollment capacity for a course section is full, and a waitlist is enabled for the course section, registering
for the course section will automatically place you on the waitlist. If a student drops the course section or the
course section capacity is increased, creating an open spot, you will receive a Workday Inbox item to enroll or
drop the course section.

From the course section:

1. You will see on the course section the total students enrolled/capacity as well as waitlisted/waitlist
capacity. If the course section has reached its enrollment capacity, you will be placed on the waiting list
after completing the registration process. Click Start Registration to begin this process.

2. Review yourWaitlisted Courses.

3. You will remain on the waitlist until space becomes available in the course section. If a spot becomes
available, you will receive the following Workday Inbox item. You will also be notified via email.
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4. From this screen select:
a. Submit to indicate you wish to register for the course. You MUST immediately register for the

course section.
b. Remove From Waitlist to be taken to the course section to remove yourself from the waitlist.
c. Deny to skip your position on the waitlist. This spot will be offered to the next student on the waitlist;

however, you will remain on the waitlist and will be next in line for an opening.

IMPORTANT: You will have 24 hours from the time the Workday Inbox Item is received to take
action. If no action is taken within 24 hours your spot will be offered to the next in line on the
waitlist. You will receive a new notification the next time there is an opening in the course

section.
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