Course Equivalency Management System
How to Revise a Returned Match as Institutional Coordinator
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
desired match that has
been returned for rework.
Click on the number next
to the Match Type (CTAG,
TAG, OTM, and AP).

Step 3: Click on the Pencil
icon under the Review
Column to revise the
Match.

Step 4: On this next
screen, it is best to click on
the “Match Status
History/Comments” to
review why the match was
returned for rework.

Step 5: Review the match
status comments and
establish what changes
need to be made. Click on
the red “X” on the upper
right corner to close this
page and return to the
Match Information.

Step 6: The final step is to
make necessary changes
and review the Match.
Each area should be
reviewed for accuracy and
can be edited from this
page without having to
use the “back” button by
using the “Edit” button on
the right of each item. If
additional comments are
desired, they can be
entered at the bottom of
the page.
If the course(s) associated
with the match needs to
be edited including adding
a revised syllabus, save the
match as Draft first and
follow Step 7.
Once 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 the Match.
If an error is encountered,
be sure to review the
message and the Match to
ensure all requirements
were met.
Step 7: Edit a Course
Click on “Courses” in the
main tab near the top of
the page and search for
the course.
Click on the Pencil under
the “Edit” button on the
right of the page for the
Course that needs
revision.
Click on the “Save
Changes” button to save
the changes.
Repeat Steps 2, 3, and 6.
“Save and Submit to
Institution Coordinator”
once it’s complete.

