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

[ Academic History v
[F1 Planning and Registr... ~
My Academic Plan
Current Classes v

Saved Schedules

Find Course Sections

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.
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Swap a Course Section or New Course

Student

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.

Swap Course Registration

Select a New Course or New Section to replace the course that you want to drop.

() New Course
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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.

Swap Course Registration

Select a New Course or New Section to replace the course that you want to drop.
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6. When New Section is selected:

* Click OK.
» Select the new section from the list.
* Click OK.
* Click Done.
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Next : How to Swap Going Through the Profile



Swap a Course Section or New Course SS

Swap by Going Through the Profile 3. Along the top of the page, select Current Classes.
1. In the upper right corner, click the Profile Icon, then click on View Overview Earned Credentials Current Classes Plan Academic History
Profile. If you are an employee, click on your name below “Student” -

this will switch your profile to the Student profile

4. Click on the Actions button for the course you'd like to swap. Select
CP é Py L Profile Icon Swap. The Swap option will only appear during the registration period
for the semester.
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2. On the left menu, click Academics.

Summary

5. Select either New Course or New Section.

» Select New Course if you want to swap into a different
Personal course.
» Select New Section if you want to keep the same course

but swap to a section with a different meeting time or
Student Financials instructor.
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Swap Course Registration

Select a New Course or New Section to replace the course that you want to drop.

() New Course

New Section

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.

Swap Course Registration

Select a New Course or New Section to replace the course that you want to drop.

@ New Course

(O New Section
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7. When New Section is selected:

 Click OK.

« Select the new section from the list.

» Click OK.
* Click Done.

Lecture
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- ENGL 20133-002 - ESSAY
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Start Date

01/12/2026
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End Date

05/08/2026

05/08/2026

05/08/2026

Delivery Mode

In-Person

In-Person

In-Person

@ Note: If you have any questions about swapping
s a course, please contact the Registrar's Office
at 479-575-5451 or email them at registra@uark.edu.
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