
Creating a New Number Process 

New Courses and Changing an Existing Course Number 

Checklist 

• No re-using of old or current numbers. 

• The first digit indicates the level of the course.  

o 1000 and 2000 level are lower-division (freshman or sophomore) courses,  

o 3000 and 4000 level are upper-division (junior or senior) courses,  

o 5000 level are graduate courses, and  

o 6000 level are doctoral courses. 

• The second digit indicates the credit hour value of the course. 

• The third and fourth digits differentiate the courses in a particular discipline. 

New courses/changing an existing course number 

When adding a new course or deciding to change an existing course number it is highly recommended 

to check what numbers are in the system first. In the course inventory management, select the Propose 

New Course button. 

 

A pop-up screen will appear, click on the drop down for Subject Code and select the correct prefix. 

 

Once you select a prefix, the Course Numbers in Use button will appear. 

 



Select that button and a list of courses under that prefix will appear. It will show all course numbers that 

we have in the system. Any course that is shaded in gray is inactive and cannot be used again. Any 

course that is shaded in white is currently an active course. Review list of numbers to determine what 

numbers you can and cannot use. 

 

If you need help or want to confirm on a course number, please contact the Catalog and Curriculum 

Coordinator at jenny.vela@tamucc.edu and/or the Registrar’s Office. 
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