
CREATING A NEW COURSE 
 

 PART I- [GO CO] 
 
The following instructions are for hard coded course numbers (ending in 0-7) and not repeatable numbers/soft 
coded numbers (ending in an 8 or 9). 
 
STEP 1) Start on the command line (F9) and enter go co. The course update screen will appear as it does below. 
 

 
 
 
STEP 2) Next to COURSE: enter the course prefix and number, then press the tab key once; Next to TERM: 
enter the term and press the enter key.  Notice the message below the listing of the function keys; “This is a NEW 
record, update fields and press enter”.  The screen should appear as it does below. 
 
 

 
 
 



After entering the change and pressing the enter key, your screen should appear as it does below. If you have done 
this correctly, then the message at the bottom of the screen should say: “Make changes and press enter to 
update”. 
 
Remember that the default grading method for undergraduates is RPA and graduates are RA. There are two 
grading options that can be offered independently, Regular (REG) and Satisfactory/Fail (S/F). However, in order 
to offer the grading option of (S/F), the course would have to have been approved for this specific grading option.  
 

 
 
 PART II- [GO SE] 
 
STEP 1) once you have completed with the course update screen move your cursor to the command line (F9) and 
enter go se. The course update screen will appear as it does below. 
 

 



 
 
STEP 2) the field for the section number should appear in red. Enter the section number and press the enter key. 
 

 
 
 
 
 
 
STEP 3) The screen has the following message: “This is a NEW record, update fields and press ENTER”.  
Enter the number of seats offered and press the enter key.  The screen should appear as listed below. 
 

 
 
 
 
 
 
 



 
STEP 4) at this point, the remaining information can be entered and then after finishing the process, the screen 
should appear as listed below. 
 
 
 

 
 
 


