
New Course Creation Process 

Get Program and Department approval for the creation of a new course.  Document when 
this took place. 

Submit New Course Proposal Form to AAC.  You must provide a syllabus shell for the new 
course you are proposing and attach that to your AAC Approval.   

IF YOUR NEW COURSE IS FACE-TO-FACE (DEFINED AS COURSES WITH LESS THAN 49% 
CONTENT DELIVERED ONLINE) 

After receiving AAC approval, you submit your new course to the SMU Course Catalog 
Update Form.  Instructions for completing this form are included on the form page. 

Course Catalog Update Form 

After you submit this form, a copy of it will be sent to the school representative who reviews 
and approves catalog changes. This is currently Becky Hood. 

Once the designated representative approves the catalog change,  the University Course 
Catalog Editor will then edit the description if necessary and will receive final approval from 
the school representative.  

Finally, the Associate Registrar for Curriculum and Scheduling will enter the catalog 
changes into my.SMU. The entire process can take several weeks, especially during peak 
scheduling times. 

* Note that for the simple creation of a course, no EPC Approval is required.   

IF YOUR NEW COURSE IS ONLINE (DEFINED AS COURSES WITH MORE THAN 49% 
CONTENT DELIVERED ONLINE) 

After receiving AAC Approval, you should decide if you want to work with the Simmon in-
house Instructional Designer or the SMU Go instructional designer to produce your course.  
If you are going to work with SMU GO, you should complete a Request for Online 
Production Services using the link below: 

https://smu.az1.qualtrics.com/jfe/form/SV_6yfTWEBvPG1y68K 

Faculty members teaching the course will need to complete Quality Matters (QM) training 
before being able to teach the course.  Please reach out to SMU GO for information on how 
to sign up for that training.    

 After working with the instructional designer and completing the course production, SMU 
GO must review the course design to ensure that the course production meets Quality 

https://s3.smu.edu/des/registrar/catalogupdate/
https://smu.az1.qualtrics.com/jfe/form/SV_6yfTWEBvPG1y68K


Matters Standards.  Again, reach out to SMU GO for information on how to get that review 
process started.    

After verification, the course is ready to be delivered.   

* Note that EPC only needs to approve the new course if the new course is the first 
online course offered by a program.  Otherwise, the EPC does not need to approve the 
new online course.   


