CIM Program Procedure

Submitting a POS for programs is a two-step process.

Step 1: Faculty will not initially complete program information on the Program Management page. Instead, they
will submit the Program of Study (POS) Worksheet on the Miscellaneous Request Management page. After
submitting the POS, the Curriculum Development Office (CDO) will use the information to update or build the
Program Management page. Further instructions follow.

1.

Update a Previous Submission; use the “Miscellaneous Request Management” page

1. Search for a prior Program of Study (enter information and click Search)

w

Propose New Miscellaneous; use the “Miscellaneous Request Management” page
1. Request Type: Select “Program of Study” from drop box.

2.
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Download and complete the Program of Study (POS) spreadsheet, located on the Curriculum Forms &
Instructions web page: https://www.easternflorida.edu/faculty-staff/academic-council/curriculum-forms-

instruction.php

Click on Curriculum Forms and select the applicable documents.

a. If submitting a new program, or updating the catalog overview information, complete both the
“Catalog Overview Page CIM Template” and the applicable Program of Study Worksheet.

b. If only updating the POS, select the applicable worksheet for the degree.

Catalog Overview Page CIM Template [Downloadable Word Document]

[In addition to completing the Catalog Overview Page Template, download and submit the applicable

Program of Study Worksheet]

® Program of Study Worksheet: A.S., ATD, CCC, & CTC [Downloadable Excel File]
e Program of Study Worksheet: Bachelors [Downloadable Excel File]

e Program of Study Worksheet: ATC & CER [Downloadable Excel File]

Go to the Miscellaneous Request Management Page

Search, edit, and add Miscellaneous requests.

() History OR

Program of Study v

a. If you are updating a previous submission, search for the request and select.

(Recommended to use Quick Searches to narrow down request type)

b. If you are submitting a new request, click on Propose New Miscellaneous button.

a. If not found, click “Propose New Miscellaneous” and follow instructions below

If found, select the request and click the “Edit Request” button.

Update information as applicable.

Click “Save Changes” if you are not ready to submit for curriculum review. You can return and make edits or

start workflow later.

Click “Start Workflow” if you are ready to submit for curriculum review. You will no longer be able to edit the

request on this page.

Title: Enter title in the format:

Program — POS — Effective term (example: AS Business Entrepreneurship POS 202540)



https://www.easternflorida.edu/faculty-staff/academic-council/curriculum-forms-instruction.php
https://www.easternflorida.edu/faculty-staff/academic-council/curriculum-forms-instruction.php

3. Request Details: enter information regarding changes to the program, e.g., removing a course.

Supporting Documents: attach the Catalog Overview Page CIM Template and/or POS worksheet.

5. Click “Save Changes” if you are not ready to submit for curriculum review. You can return and make edits or
start workflow later.

6. Click “Start Workflow” if you are ready to submit for curriculum review. You will no longer be able to edit the
request on this page.

e

Step 2:

1. Once “Start Workflow” on the Miscellaneous Page is clicked, a notice will be sent to the Curriculum
Development Office (CDO). CDO will make edits or create the new program in CIM Program Management,
using the uploaded document(s).

2. When done, CDO will notify the Program Manager (PM) to review the Program page.

3. PM will review and edit the program page information. When complete, PM will click Start Workflow to
begin the curriculum review process.
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