Course Equivalency Management System
How to Edit a Returned Match by Faculty Submitter
Step 1: Go to
https://cems.regents.ohio.
gov. Enter your username
and password assigned to
you by your Institutional
or OBR Coordinator.

Step 2: Click on the
“Faculty Matches” from
the main page, or simply
scroll on the “Home” page
to find the “Returned for
Rework” heading.

Step 3: Click on the
“Returned for Rework”
drop down arrow to show
the matches.
Click on the “Returned for
Rework” Match from the
main page.
Click on the review button
to review/edit the Match.

Step 4: Make necessary
changes to reflect the
desired outcomes.
Expand the Courses,
Learning Outcomes, and
Additional Requirements
to ensure all the changes.
In order to change the
course content or replace
a document for the
course, “Edit a Course”
process needs to be
followed. See a separate
guide for “Edit a Course”.

Step 5: You may view the
courses that are a part of
the returned match. The
courses can either be
removed or added to the
match. Clicking on the link
for the course under
Course Title will provide
detailed information of
that course, shown in the
next step.

Step 6: This shows the
pop-up detail of the
Course Details. Changes
cannot be made to the
course in this screen, but
is left in a view only mode.

Step 7: The Learning
Outcomes can also be
edited. Use the “edit”
function under the
Learning Outcomes
dropdown as shown to
make changes to the text
for each section.

Step 8: Additional
Requirements that can be
added include the
Interdisciplinary Weight
Requirements for the
match.

Step 9: Lastly, comments
can be added to the match
if desired before saving.
There are two options
after review is complete,
either to “Save as Draft” or
“Save and Submit to
Institution Coordinator”.
Choose the appropriate
option and click on the
“Submit” button at the
bottom of the page to
save or complete the
Match.

