
Course Equivalency Management System 

 How to Create a Course 

Step 1: Go to 
https://atc.regents.ohio.gov/CEMS 
and enter the username and 
password given to you by your 
Institutional TAG/OTM/CTAG 
Coordinator. 

  
Step 2: Click on Faculty on the left 
side of the screen to enter your 
faculty portal. 

 
Step 3: Click on Course/Programs 
Inventory Tab and select Query 
Courses or Programs to see if the 
course has already been input. 

 
Step 4: Enter the entire Course ID, 
or any part of the ID in the Course 
ID search field. Make sure to use 
the % symbol both before and 
after the name if entering a partial 
ID. The search fields are case-
sensitive. 

 
Step 5: If the course already exists, 
please review it. If the data are 
correct, then you may create a 
match. If they are incorrect, 
contact your institutional 
coordinator to resolve the issue.  
Step 6: If the course does not exist, 
you must create it.  Click Return to 
Home Page, then click Create a 
New Course or Program. 

 

https://atc.regents.ohio.gov/CEMS


Step 7: Enter the title, select the 
campuses where the course is 
offered, and enter the transcript 
identifier as it appears on the 
transcript, transcript subject, and 
transcript number. If this is a 
career-tech program, select Adult 
or Secondary. 

 
Step 8: Enter the start term and 
year of the course. This will 
generally be the current term and 
year, unless the course will not be 
offered until a future date. End 
term should remain blank. 

 

Step 9: Enter details about the 
course. Low and high credit hours 
are the same unless the course is a 
variable hour course.  

 
Step 10: Fill in additional 
information as required. When 
adding a textbook, you can fill in 
the ISBN and click ‘Lookup Book’, 
and CEMS should populate the 
information for you. If not, please 
fill in the information. 

 

Step 11: Add attachments as 
required. Use the Browse button 
to find the document, then attach 
it with the proper type. Note that 
for OTM submissions, any pre/co-
requisite syllabi are required. For 
expedited submissions, the 
semester-hour syllabus and a 
memo detailing changes are 
needed.   

 

Step 11: Go to the next screen and 
review your submission, then click 
‘Finalize’ to add the course to your 
inventory.  

 


