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This guide will demonstrate how to efficiently manage your registration carts in the Workday 
application. By following these instructions, you will be able to create, update, and view your 
registration carts in preparation for your registration appointment. 

1. Academics Hub 

Make sure you have logged into your Workday account. Scroll down the main screen to the "Your 
Top Apps" tile. Click on the Academics Hub icon. 
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2. Planning and Registration 

Navigate to the left side of your screen and click on the down arrow next to "Planning and 
Registration". 

 

3. My Academic Plan 

Click on the "My Academic Plan" option. 
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4. Create Registration Cart 

Click on the "Create Registration Cart" to initiate the process to create a new registration cart. 

 

5. Start Date field 

Select the academic period you want to create your registration form. Click on the "Start Date within" 
field to search for the academic period you wish to register for, 
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6. Enter academic period 

Choose your academic period from the list provided. In this example, we have chosen Spring 2024. 

 

7. OK 

click on the orange OK button on the bottom right of the screen to confirm your selection. 
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8. Enter Registration Cart Name 

Navigate to the "Registration Cart Name" field and create a personal name for your registration cart. 

 

9. Example 

In this example we have entered a cart name for Bernie Saint. 
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10. Choose course section 

Classes included in your defined academic plan can be found on the left side bar of the screen. The 
first class on your list will be highlighted and the details of that class and it's available sections will 
be displayed. Click on the select button to choose the appropriate section of the class that you wish 
to register for. 

 

11. Choose next course 

Highlight the next course in your academic plan and select the course section for this second class. 
Continue down the list until you have selected a section for each course listed on the left side of the 
screen. 
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12. OK 

When you have completed choosing your course sections, click on the orange "OK" button the 
bottom left of your screen. 

 

13. Finalize with DONE 

You will see all the courses and course sections listed in your registration cart. Complete the 
process by clicking the orange "Done" button on the bottom left of your screen. 
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14. 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 

 

15. 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. 
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16. Choose Academic Period 

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

 

17. Choose ALL 

Select the "All" option to see all the academic periods you can register for. 
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18. Choose an Academic Period 

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

 

19. Click "OK" 

Confirm your selection by clicking "OK". 
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20. Click "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". 

 

21. Click "Register" 

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

 

This guide covered the steps to create and update a registration cart in Workday as an 
Undergraduate 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 

 

 

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

