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For Students:
How to Register for Classes
from a Registration Cart

This guide walks graduate students through efficiently navigating the Workday application to add
courses to the registration cart, in preparation for Registration. From accessing the Academics Hub
to adding courses to the Registration Cart, follow these instructions to streamline your student
training experience.

1. Academics Hub

Log into Workday and ensure you are on the main screen. Scroll to the TOP APPS tile and click on
the Academics Hub icon.

Academics Hub
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2. Planning and Registration Tab

Navigate to and click on the down arrow next to the Planning and Registration tab on the left side
bar.

[E]  Planning and Registr.. v

3. Find Course Sections

Click on the Find Course Sections option.

Find Course Sections
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4. Start Date Within field

Click on the menu icon in the Start Date field.

5. Choose your Academic Calendar

Choose and click on the most appropriate academic calendar for your program. For most students,
this will be the Marymount Academic Calendar.

Marymount Academie Calendar

MSMS Academic Calendar
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6. Academic Year

In the drop down, select and click on the academic year you are planning to register for. In this
example, the '2023-2024 Academic Year' has been chosen.

2023 - 2024 Academic Vear

7. Choose your semester

Choose the semester you are planning to register for.

() Spring 2024 14-Week

= 2024-04/13/2024)
.
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8. Academic Level

In the Academic level field, click on the menu icon and then choose your appropriate academic level.

9. OK

Once you have completed entering the required information for the Institution, Start Date Within, and
Academic level fields, you can click on the orange OK button in the bottom right of your screen.
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10. Filter your course search

You are now on the class list screen, where you can search for and choose classes for registration.
Within the Subject filter, you can click on the MORE option to see additional subject filters. Scroll
down the Current search section to see and choose additional filter options to narrow your class
search.

Current Search

v Subject

["] information Technology (65)

["] Education (47)

[ Physical Therapy (20)

[] counseling Education (30)

[T] Forensic and Legal Psyehol,.. (29)
© More

~ Section Status

(] open (za2)

(] waitist (75)
~ Campus Locations

(7] online campus (157)

11. Class Name

When you find a specific class you are interested in, click on the blue class name if you would like to
add it to your registration cart.

MBA 520-A - Ei ics for A

Economics for Managers | Open
Section Details Ball 5012 |
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12. Add to Registration Cart

Click on the orange "Add to Registration Cart" button at the bottom right of your screen.

Add to Registration Cart

13. Choose a registration cart

Click on the menu icon in the REGISTRATION CART field. This will show all the registration carts you
have available to add this class to. *Note Students can have many registration carts for planning
purposes. Be sure to choose the appropriate registration cart.
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14. New registration cart

If you do not have any registration carts or cannot find the one you want, you can choose the option
to "Create Student Registration Cart" to create a new cart.

Create Student Registraticn Registration
Gart
ummer 2024

15. OK

Enter a name for this new registration cart. Students can have multiple registration carts, so be sure
to name each cart with something that is useful to you. Confirm the Registration Cart name by
clicking the orange OK button.

Registration Cart Name * | Sally Student Reg Cart Spr24 I
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16. Choose class times

Before you can finalize the addition of the course to the registration cart, click on the "Choose Times'
button on the bottom right of your screen. This will take you to a screen where you can select the
section of the course you want to register for.

17. OK

Ensure the correct section of the class you want to register for has been selected with the blue box
with a check mark in it. When complete, click on the "OK" button to finalize the addition of this class
to your registration cart.
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18. Add Course Sections

Click "Add Course Sections" and if you would like to add additional courses to your registration cart
for the semester. You can click the orange 'Done" button if you are done adding courses to your
registration cart. Once complete, your classes will be in your registration cart, ready for your
registration appointment.

19. Academics Hub

When it's finally time to register, log into your Workday account and scroll down the main screen to
the Your Top Apps tile. Click on the Academics Hub icon

[ﬁ Academics Hub
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20. Registration Appointment

Navigate to view the Registration Appointment section of the Academic Hub dashboard. Note the
date and time for your registration appointment. At or after your appointment time, click on the View
Registration Cart button, to find a previously created registration cart so that you can register directly
from the cart.

Registration Appointments
fT  The start date of your registration
appointment

04/11/2024
9:00AM

Fall 2024 Mini-Mester 1

04/11/2024, 9:00 AM
Fall 2024 Mini-Mester 2

04/11/2024, 9:00 AM
Fall 2024 14-Week Calendar

04/11/2024, 9:00 AM
Fall 2024

10/24/2024, 9:00 AM
Spring 2025 Mini-Mester 2

( = More (2)

View Registration Cart(s)

21. Choose Academic Period

Click in the search area for the Start Date Within field.

Start Date within * | Fearch
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22. Choose ALL

Select the "All" option to see all the academic periods you can register for.

Start Date within * [ Fearch

R Type

|

23. Choose an Academic Period

Choose the academic period you want to register for. In this example, we will choose the Summer
2024 semester.

Search

(™) Spring 2024 Mini-Mester
' 1(01/08/2024-03/02/2024)
() Spring 2024 Mini-Mester
= 2(03/11/2024-05/04/2024)

() Summer 2024(05/20/2024-
' 08/06/2024)
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24. 0K

Confirm your selection by clicking "OK".

25. Start Registration

You will be presented with the details of the registration cart you created prior to your registration
date. Initiate the registration process by selecting "Start Registration".
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26. Register

Review the class and section information presented on the screen. If correct, click on the orange
"Register" button to register for your class.

27. View Registered Courses

Note the Successful Registration confirmation at the top of the page. Beneath, you can see the
details of the classes you have successfully registered for.

v/

Successful Registrations
Registered Courses 1 item

Course Section es Location

MBA 626 - Strategic Mamt Seminar MBA 626-A - Strategic Mgmit Seminar @ gall 3066
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As a Graduate student, by following these instructions prior to your registration appointment, you
can effectively prepare for registration in Workday.

For additional training materials and videos, please go to:

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

15115


https://my.marymount.edu/QUICK-LINKS/WORKDAY-AT-MARYMOUNT

