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To facilitate course and program submissions universities, colleges, and career-technical institutions we 

will be using program accreditations or state board approvals as proof that these institutions teach to 

each learning outcome listed in the Career Technical Assurance Guide (CTAG).  This change streamlines 

the process, saves time, and makes it easier to submit programs to CT². 

The CT² submission process has two distinct parts.  The first part is called creating the course/program 

inventory and is often referred to as “course/program creation.”  The second part is called creating the 

course or program match and is often referred to as “match creation.” 

Institutions accredited by the Commission on Accreditation of Allied Health Education Programs 

(CAAHEP) that plan to submit their Medical Assisting course/s and/or programs to the CT² validation 

panel must follow the protocol listed below:  The following serves as a supplement and further clarification 

to the Course Equivalency Management System Decision Tree distributed on January 15, 2009.  The 

decision tree is appended to this document. 

 
1.  If your institution is a college or university review your Medical Assisting course inventory to 

select one, two or more courses that best match the learning outcomes in all seven of the Career 
Technical Articulation Number (CTANs). These courses will be used later to create the 
institution’s course inventory. The Medical Assisting CTAG and its seven CTANs are available at 
www.regents.ohio.gov/careertechtransfer.  Click on CTAGs and select Medical Assisting. 

 
Note: The sum total of the credit hours of your selected courses may not be less than the 
credit hour value of the entire Career Technical Assurance Guide.  For example, if the 
institution has selected three courses that best match the learning outcomes in all seven 
CTANs, the sum total of the credit hours must be at least 18 semester or 29 quarter 
hours of credit.  College and universities are cautioned against exceeding the TOTAL 

credit hour values of the Medical Assisting CTAG.  Nineteen or 20 semester hours will 
likely be accepted as will 30 or 31 quarter hours of credit; however, 21 semester hours or 
higher and 32 quarter hours or higher will likely be rejected by the Medical Assisting 
validation panel.  

 
2. Obtain a PDF of your CAAHEP accreditation.  You will upload an electronic version of this 

document during the course/program creation part.  Please make certain that the document you 
are submitting contains the expiration date of your accreditation.  Because the Medical Assisting 
Career Technical Assurance Guide has seven different Career Technical Articulation Numbers 
(CTANs), it will be necessary to upload a PDF copy of the CAAHEP accreditation for each of 
seven CTANs during the “COURSE/PROGRAM CREATION” part of the process.  For example, 

institutions will upload their accreditation document during the course/program creation part for 



CTMAT004.  The same thing will be done during the course/program creation process for 
CTMAT005, CTMAT006, CTMAT008, and so on and so on until the course/program inventory 
has been completed for all seven CTANs.  As noted earlier, the accreditation document will be 
considered as proof that your institution meets the learning outcomes in each CTAN.  During the 
“MATCH CREATION” part of the process (second part), institutions will only have to refer the 
review panel to their accreditation document rather than copying and pasting specific sections of 
course syllabi. 

 
 

3. If your institution is career-technical adult education (CTAE), selecting courses is not an issue.  
However, like colleges and universities, CTAE institutions must create their program inventories 
as explained in #1 above and then proceed to match creation.  CTAE institutions without 
CAAHEP accreditation are required to provide course syllabi and to copy/paste from such syllabi 
during match creation.  Those with CAAHEP accreditation need only to refer validation panel 
members to their accreditation document in the match creation part as proof that they teach to the 
learning outcomes in each CTAN. 
 

4. Once an institution has created its course/program inventory they are ready to begin match 
creation.   As noted, the validation panel will now accept CAAHEP accreditation as proof that 
institutions teach to each learning outcome in all seven CTANs.  However, during match creation 
colleges and universities must inform the validation panel which courses go with each CTAN.  
Any course in the course inventory is eligible to be assigned to one of the CTANs.  For example, 
MA 101 and MA 102 could be assigned to CTMAT006 Process Insurance Claims or MA 101 and 
MA 103 could be assigned to CTMAT 008 Fundamental Procedures.  It is also possible that a 
single course could be assigned to two or more CTANs.  For example, MA 103 could be assigned 
to CTMAT004 and CTMAT 005.  Note: only the courses in the course inventory can be 
assigned to the various CTANs.  On the other hand, any course in the inventory can be 
used or assigned to the various CTANs in the Medical Assisting CTAG. 

 

5. Next login to the Course Equivalency Management System (CEMS) to begin the course/program 

creation process as well as the match creation process. 

 

 

 

 

See Next Page 

 

 

 

 

 

 

 

 



 

 

 

 

Decision Tree 

Medical Assisting (CAAHEP and Non-CAAHEP Accredited) 

Career-Technical Credit Transfer (CT²) 

Course Equivalency Management System Decision Tree 

For Help Contact Tammy McClish, Validation Center Coordinator 
tg@uakron.edu 330-972-5512 

 
 

This is a tool to help you prepare to submit 

STOP: DO YOU KNOW THE NAME OF YOUR INSTITUTION’S CTAG COORDINATOR OR CT² 

CONTACT? 

FIND OUT AT http://regents.ohio.gov/careertechtransfer/resources.html.  Look under CT² 

Coordinators/Contacts 

In order for completers (your students) to receive credit under Career Technical Credit 

Transfer (CT²), institutions must document that their course/program content matches 

the learning outcomes in the Career-Technical Assurance Guides (CTAGs).  The 

statewide credit guarantee offered by CT² is available to students from public institutions 

of education. 

There are two parts to the submission process: (1) creating the course or 

program inventory and (2) matching instructional content to each learning 

outcome in the CTAG. 

The process is very simple for programs accredited by the Commission on 

Accreditation of Allied Health Education Programs (CAAHEP) whether the 

program is at a career-technical institution or at a college or university.  Such 

programs only have to create their course or program inventories and upload 

their letters of accreditation.  It’s that simple.   



Doing this streamlines the process, saves time, and makes submitting your 

program under CT² much easier. Learn how this is done by answering the 

following questions.   

If you are a non-CAAHEP accredited medical assisting program and your 

students are eligible to sit for the RMA-AMT credential your institution may 

submit under CT²; however, content from syllabi must be copied and pasted into 

the windows corresponding to each learning outcome on the match screens. 

The following represents a series of questions or steps that should be navigated by faculty members 

and/or CTAG coordinators prior to using the Ohio Board of Regents’ Course Equivalency Management 

System (CEMS) submission tool. 

I. Have you examined all Career-Technical Articulation Numbers (CTANs) within the Medical 
Assisting Career-Technical Assurance Guide (CTAG)?  These documents can be reviewed at 
either of the following URL’s. 

http://regents.ohio.gov/careertechtransfer/learning_outcomes.html 

http://ct2.securespsite.com/CEMS%20Help%20System/CT2%20Program%20Overview%20Infor
mation.aspx 

a. If yes, PROCEED.  If no, STOP and proceed no further until familiar with the learning 
outcomes in each of the CTANs. 

II. [Colleges and universities only] Have you reviewed your curriculum to determine what technical 
courses may satisfy the learning outcomes in each CTAN? 

a. If yes, PROCEED.  If no, STOP! 

III. [Colleges and universities only] Have you compared the credit hours of your chosen courses to 
determine how closely they match hours assigned to each CTAN? 

a. If yes, PROCEED.  If no, STOP! 

Note:  The Medical Assisting CTAG contains seven (7) CTANs.  Collectively, they are worth 18 
semester/29 quarter hours of credit.  It is important to select courses from your curriculum that 
closely match the assigned credits of each CTAN.  The sum total of credit hours must meet credit 
hours of each CTAN to which you are submitting. 

IV. [Colleges and universities only]  Have you gathered your proof of CAAHEP accreditation?  A PDF 
file copy of your accreditation will be uploaded via this process.  Note: the document must clearly 
state the effective date of your accreditation. 

a. If yes, PROCEED.  If no, STOP! 

V. [Adult CAAHEP accredited programs only]  Have you gathered your proof of CAAHEP 
accreditation?  A PDF file copy of your accreditation will be uploaded via this process.  Note: the 
document must clearly state the effective date of your accreditation. 

a. If yes, PROCEED.  If no, STOP! 

Note:  Upon comparing the submission process for colleges and universities with that of CAAHEP 
accredited adult medical assisting programs one will notice a significant difference.  Adult programs 
need only to upload their proof of CAAHEP accreditation to gain approval for all seven (7) CTANs in 



the medical assisting CTAG.  Institutions of higher education must clarify which courses correspond 
to which CTANs.  Thus the task facing colleges and universities is a little more involved, but far less 
tedious than earlier versions of the submission process. 

VI. [Non-CAAHEP accredited programs] Do you have syllabi for the content matching each CTAN?  
Content from syllabi must be copied and pasted into the windows corresponding to each learning 
outcome on the match page.  Syllabi will be uploaded during the submission process. 

a. If yes, PROCEED.  If no, STOP!  Syllabi are needed for the submission process.  A guide 
for syllabus construction can be found at  

http://ct2.securespsite.com/CEMS%20Help%20Documents/Syllabus%20Guidance%20-
%20March%2011,%2008.pdf 

Syllabi must be in a PDF file format suitable for attaching. 

VII. [Non-CAAHEP accredited programs] Does each syllabus have a laboratory or clinical component 
and are they reflected on your syllabi? 

a. If yes, PROCEED.  If no, STOP!  Courses must have associated psychomotor 
experiences, which are documented. 

VIII. Are your educational resources (text books, CDs, lab manuals, etc.) current and written by 
recognized authors? 

a. If yes, PROCEED.  If no, STOP! 

IX. Have you answered yes to all previous questions? 

a. If yes, PROCEED to the CEMS production site at 
https://atc.regents.ohio.gov/CEMS/login.  At the site you will login and create your 
course/program inventory and accomplish your match by either uploading your 
accreditation document or by copying and pasting content from your syllabi.  Follow the 
directions on each screen by using the Virtual Trainer . . . click the icon on each screen to 
hear voice prompts. 
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