
CREATING A SPECIAL TOPICS COURSE 
 

 PART I- [GO CO] 
 
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, number, and suffix (If you are unsure about the suffix, 
contact schedule@umd.edu or call x48243/44); 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.  
 

 
 
 
STEP 3) At this point, your sub-title will need to be entered in two separate fields. 
 

 First, enter an abbreviated version of the sub-title (limited to 24 character spaces) on the line that says 
transcript title (the portion that appears in green not white). 

 
 Then tab to the field for the formal title (this field starts with a period and continues with the next line in 

green) and enter the sub-title with no abbreviations (this is the version that appears on Testudo). The 
period in this field should either be deleted or typed over, since the system will read the period as a 
message to ignore this line. 

 
 Additional Reminders: 

 
o The transcript title will automatically appear in upper case once you press the enter key. 

 
o The formal title will need you to identify the upper and lower case manually. 

 
 
STEP4)  Review the credit level and make any necessary adjustments and press the enter key.  Listed below is a 
copy of two screens. The first one is after data entry and before the enter key is pressed and the second screen is 
after the enter key is pressed. 
 



 
 

 
 
 
 PART I- [GO SE] 
 
For specific instructions, please refer to Creating a New Course. 


