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How to Create a Course 

This document will allow you to create a new course in the District Office. You will need access to the 

District Office to complete this task.  

 
Overview 
This document will cover the following process:  Creating a new course in the District Office.  

 
 

Creating a New Course: 
 

1. Navigate to the District Office:   [Start Page > District Management > Courses and Programs > 
Courses] 

 From the Courses Page: Click New Course 

 
 

 Fill in the required information: 
o Course Name 
o Course Number(Naming convention specific to each district) 
o Select the School to associate the course to 
o Select the Available School Years to make the course available 
o Credit Hours 
o Maximum Credit Hours 
o Credit Type 
o Grade Scale  
o Exclude from Storing Grades(This is typically used for any grades that are 

manually added. For example Dual Enrollment Courses) 
o Exclude from: GPA, Class Rank, Honor Roll 
o Exclude on Report Cards/Transcripts 
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 Fill in the required Michigan State Information for State Reporting: 
o Exclude from Teacher Student Data Link 
o Exclude from Ed-Fi 
o SCED Subject Area Code 
o SCED Course Identifier Code 
o Course Type 
o Virtual Method if applicable 
o College Credit Potential 

 Click SUBMIT 
 

 
 
 


