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How to Create a Course in KSCM   
Kuali Student Curriculum Management 

 
 
 
Sign In 

1. Go to https://kapiolani.kuali.co  
2. The URL will change to https://kapiolani.kuali.co/apps 
3. Click on Sign In 
4. Type your UH username and password on the gold screen  

 
 

Create a course  
1. Click on the tic-tac-toe icon (9 black squares) to the right of “Apps” at the top of 

the screen. 
2. Select “Curriculum”. 
3. Select Courses from the left navigation bar to access courses.  On the right side 

near the top, select + New Course. 
4. Begin entering mandatory information, starting with the semester and year 

(typically Fall of the next academic year) because the General Catalog is 
published in spring, effective for the next Fall to Spring academic year.  For 
example, the catalog was published in March 2016 prior to the April 2016 
registration for courses effective August 2016. 

5. KSCM automatically saves your work 
6. Please note that you can find a list of the changes that you have made by clicking 

on the large white plus sign located on the black square in the lower right corner 
7. Enter the Subject Code, Course Number, and Course Title 
8. Enter the (longer) Catalog Title and the (max 30 character) Banner Title  
9. Select Yes or No to the question “Changes to the Catalog Information?” 
10. Enter the Catalog Description of the course, beginning with the Subject Code and 

Course Number. 
11. Select the credit option, enter the Contact Hours (typically 3 hours lecture per 

week) and then enter the number of credits. 
12. Enter the number of Contact Hours.  A typical "3 hours lecture per week" course 

is 45 contact hours for the semester. 
13.  Select from the list the appropriate General Education Categories (if applying for 

or renewing a General Education Designation).  
14. Select an AS Area requirement if appropriate 
15. Enter special comments for the catalog if appropriate. 
16. Enter the Student Learning Outcomes for the course. 
17. Enter cross-listing if appropriate 
18. Enter prerequisites, corequisites, and recommended preparation information to be 

published in the catalog. 
19. Enter a justification for the prerequisites, corequisites, and recommended 

preparation. 
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20. Click the Add button to enter the detailed logic of the prerequisites (if 
appropriate). 

21. Enter corequisites if appropriate.  Corequisite courses are courses that MUST be 
taken together during the same semester, not in a previous semester.  This is not 
the field used for “credit or concurrent enrollment in . . .” 

22. Enter recommended preparation courses, if any. 
23. Enter other types of recommended preparation. 
24. Enter the course content in 3.A) or 3.B). 
25. Attach articulation agreements if appropriate. 
26. Select department 
27. Select grading options.  Note that letter grade is the recommended default. 
28. Enter grading information only if the grading scale used is OTHER than the 

standard 90-100% = A, 80-89% = B, 70-79% = C, 60-69% = D, less than 60% = 
F.  

29. Enter compliancy and relationship information. 
30. Enter Topics, Experimental, Independent Study or Honors information if 

applicable. 
31. Enter term(s) and maximum enrollment information.  Justify the max if lower 

than 35 students per class. 
32. Select the schedule type. 
33. Click LEAVE EDIT MODE to exit the proposal. 

 
 

Editing 
1. Edit a course or a program by clicking on the Edit button near the upper right 

corner. 
2. Leave the edit mode by clicking on the LEAVE EDIT MODE button. 
3. Instructions for leaving the edit mode are published as the final item on the Table 

of Contents for Courses as well as Programs. 
 

 
Entering a course prerequisite with a letter grade requirement 

1. Select the course to work on 
2. Click on Edit 
3. In the Table of Contents click on the Catalog Information panel  
4. Scroll to the Catalog Requisite Information field 
5. Type in “Prerequisite(s): A grade of “C” or higher in ENG 100. 
6. Scroll to the Requisites panel and enter the justification for the prerequisite in the 

Justification for Requisites field. 
7. Click the +Add button at the User Entered Prerequisites field. 
8. In the first box select “Earned” 
9. In the next box select “a minimum grade of” 
10. In the next box select Grade Type Standard Letter A-F (L) 
11. In the next box select “C” 
12. In the next box select a course (Subject Code and number), for example ENG 100.  

 


