
Swap a Course Section or New Course 
Student 

This quick reference guide (QRG) provides instructions on how to 

swap a course section or swap to a new course in Workday. 

There are two different ways to swap a course or section in 

Workday. The first way to swap is through your Academics Hub. 

The second way to swap is through your profile. 

Before you Start: 

You can swap sections or a course within the deadlines to add a 

course as posted in the Academic Semester Calandar on the 

Registrar’s website. 

Swap using the Academics Hub 

From the Workday Home page: 

1. Hover over Student on the left Menu and click on Academics 

Hub. 

2. Click Planning and Registration, then click Current Classes. 

3. Click on the Actions button for the course you'd like to swap. Select 

Swap. The Swap option will only appear during the registration 

period for the semester. 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fregistrar.uark.edu%2Facademic-dates%2Facademic-semester-calendar%2F&data=05%7C02%7Clamarsh%40uark.edu%7C26ebf93d71504c5507b808de27be7874%7C79c742c4e61c4fa5be89a3cb566a80d1%7C0%7C0%7C638991896188101948%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=PeL4WepQVmdAVdyvtKp0cDc5mfQY2mhv3DJ%2Fp%2FIHKiM%3D&reserved=0
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Swap a Course Section or New Course 

4. Select either New Course or New Section. 

• Select New Course if you want to swap into a different course. 

• Select New Section if you want to keep the same course but 

swap to a section with a different meeting time or instructor. 

5. When New Course is selected, a box will appear requiring you to enter 

the New Course. 

• Enter the New Course and click OK. 

• Select the section you'd like to take for the New Course. 

• Click the Confirm Swap box, then click OK. 

• There will be a message stating the Registration is Successful. 

6. When New Section is selected: 

• Click OK. 

• Select the new section from the list. 

• Click OK. 

• Click Done. 

Next : How to Swap Going Through the Profile 

Student 



Swap a Course Section or New Course SS 

Swap by Going Through the Profile 

1. In the upper right corner, click the Profile Icon, then click on View 

Profile. If you are an employee, click on your name below “Student” - 

this will switch your profile to the Student profile 

3. Along the top of the page, select Current Classes. 

Profile Icon 

2. On the left menu, click Academics. 

4. Click on the Actions button for the course you'd like to swap. Select 

Swap. The Swap option will only appear during the registration period 

for the semester. 

5. Select either New Course or New Section. 

• Select New Course if you want to swap into a different 

course. 

• Select New Section if you want to keep the same course 

but swap to a section with a different meeting time or 

instructor. 

Your Name 



Swap a Course Section or New Course SS 

6. When New Course is selected, a box will appear requiring you to 

enter the New Course. 

• Enter the New Course and click OK. 

• Select the section you'd like to take for the New Course. 

• Click the Confirm Swap box, then click OK. 

• There will be a message stating the Registration is Successful. 

7. When New Section is selected: 

• Click OK. 

• Select the new section from the list. 

• Click OK. 

• Click Done. 

Note: If you have any questions about swapping 

a course, please contact the Registrar's Office 

at 479-575-5451 or email them at registra@uark.edu. 
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