
Course Equivalency Management System 

 How to Create an OTM Match 

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 the Match Inventory 
tab and select Create a New Match. 

 
Step 4: Enter the initiated term for 
the match. The initiated term is 
generally the current term, unless 
the match is being created for 
future use and is not yet offered. If 
this will be an expedited 
submission, it must start Summer 
2012 or later. Click Next.  
Step 5: Select the OTM match type. 
Click Next. 

 
Step 6: Select the subject area.  If 
this is a Math or English course, you 
can also select an OTM course with 
learning outcomes. If you choose 
this option, you will not be required 
to match to guidelines, but will have 
to match only to learning outcomes 
instead. 

 

 

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


Step 7: Highlight the course or 
courses from your inventory that 
will fulfill the learning outcomes/ 
guidelines.  Click the right arrow to 
move them to the Matching 
Courses/Programs column.   
Step 8: If this match is an expedited 
submission for calendar conversion, 
check the “Expedited Review” box. 
CEMS will check the attached 
courses to ensure that they are 
eligible. Expedited submissions do 
not require learning outcomes or 
guidelines to be filled in. Click Next. 

 

Step 9: At the top of the screen, you 
will see “Show/Hide Course or 
Program Information.” You can click 
this to review the attached course 
and open the syllabus and other 
attached documents.    
Step 10: Using the information from 
the course information, describe 
how this course is meeting the 
learning outcomes/guidelines. Every 
outcome/guideline with an asterisk 
next to it is required and must be 
filled out. Click Next. 

 
Step 11: If this course has a 
repetition requirement, check the 
Course Repetition Requirement. 
Click Next. 

 

Step 12: Review the match 
information. Scroll to the bottom of 
the screen. If corrections are 
needed, click Previous. Save as a 
Draft will allow you to come back to 
this later. If the submission is 
correct, click “Finalize Match” to 
send it to your institutional 
coordinator. 

 

 


