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For Students:

Drop or Swap a class in
Workday

In Workday, managing your academic courses is crucial for students. This guide will walk you
through adding, dropping, and swapping classes efficiently, ensuring you can navigate the
Academics Hub, view course details, and complete necessary actions seamlessly.

1. Academics Hub

From the main Workday screen, scroll to Your Top Apps tile and click on the Academics Hub icon.

‘ ﬁ Academics Hub
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2. Planning and Registration

Click on the Planning and Registration down arrow

[E]  Planning and Registr.. v

3. Current Classes

Access your current class information by clicking on Current Classes.

Current Classes
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4. Current Classes

View your detailed course information.

My Enrolled Courses 3 items

Grading
Current Classes v Course Listing Basis Section Instructional Format

MBA 514 - Business Analytics Graded MBA 514-A - Business Analytics  Lecture

MBA 516 - Business Law and MBA 516-A - Business Law and  Lecture
Ethics Ethics

MBA 517 - Leading in Business: 3 Graded MBA 517-A - Leading in Lecture
Persp/Pra Business: Persp/Pra

a_______________________________________________________]

5. Drop or Swap

Delivery Mode

Face to Face

Faceto Face

Face to Face

& = i ELE

Enrolled Sections
Meeting Patterns Registrat

1Ball 4010 Registere
| Ball 3074 Registere

1 Ball 5088 Registere

v

If you are eligible to drop or swap a class, when you scroll all the way to the right on the class list,
you will see the drop and swap buttons. Let's initiate the drop process for a course by clicking on the
DROP button. Note: If you do not see the drop or swap buttons, it may be outside of the University's
add drop period. If this is the case and you wish to drop the class anyways, the withdraw button will

be in the same location.
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6. Confirm

You will be asked to confirm your choice before the transaction is finalized. Click the confirmation
button.

7. 0K

Click on the orange OK button in the bottom left-hand corner to finalize your Drop transaction.
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8. Done

Click on the orange DONE button in the bottom left-hand corner to complete the drop process.

9. Current Classes

Let's now Swap a course. Return to your Current Class list.

Ty EIUIIEU LU es £ e 1 UL

Enrolled Sections

Grading
Current Classes v Course Listing Credits  Basis Section Instructional Format  Delivery Mode Meeting Patterns Reglstrat

MBA 516 - Business Law and 3 Graded MBA 516-A - Business Law and  Lecture Face to Face 1 Ball 3074 Registere
Ethics Ethics

MBA 517 - Leading in Business: MBA 517-A - Leading in Lecture Face to Face | Ball 5088 Registere
Persp/Pra Business: Persp/Pra

<« ’
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10. Swap

Scroll all the way to the right and look for the Swap button. Swapping means exchanging one class
or class section for another. Start the course swap procedure by clicking on the Swap button.

11. Swap

You can choose to swap a course or simply swap a new section of the course you are currently
enrolled in. In this example, we will choose to swap a New Course by clicking on the New Course
button.

O New Course

() New Section
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12. Review

When you click on the new course button, a new field will appear on your screen. The course you are
dropping is listed and you are able to choose a new course to swap with.

© New Course
() New Section

CoursetoDrop  MBA 516 - Business Law and Ethics

Course to Add *

13. Search

Click the menu icon to see a list of available courses.

Gourse to Add D =
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14. Choose a class

Once the course list appears, click on the button next to the class you would like to enroll in.

{7y MBA 513 - perations
Management

15. OK

After reviewing the course name you are dropping, and the course name you are adding, click the
orange OK button at the bottom left hand corner of the screen.

Course toDrop  MBA 516 - Business Law and Ethics

Course to Add * | Kearch = Eligible Yes

% MBA 519 - Qperations
Management
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16. Select

You will now be shown the details of the course you wish to add. Confirm the course and section by
clicking on the Select button next to the course section name. Do NOT click on the OK button yet.

~H

17. Review

Scroll down to the bottom of the page. Be sure you have clicked on the Select box showing your
added class. Click on the CONFIRM SWAP box at the bottom of the page. And then click on the
orange OK button to confirm your class swap.

Confirm Swap * (
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This guide covered navigating through the Academics Hub, accessing course information, dropping

a course, and swapping courses in Workday effortlessly. Master the process with detailed
instructions for a smooth academic experience.

For additional training materials and videos, please go to:

HTTPS://MY.MARYMOUNT.EDU/QUICK-LINKS/WORKDAY-AT-MARYMOUNT
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