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Faculty Tutorial: How to Use the Miscellaneous Request Management Form 

General Information 

The Miscellaneous Request Management form is used to complete four different functions: 

1. Lab Fee Justification 
2. Program of Study (upload worksheet) 
3. Articulation Agreement (upload signed agreement) 
4. Advance Standing Agreement with Brevard Public Schools (upload signed agreement) 

Creating a PDF:  This page does not have the Export to PDF function. You will need to do the “Ctrl + Print” to PDF 
process. 

Explanation of Fields on Miscellaneous Request Management page 

 

 

• Search for a document to update by entering the title or keyword if known. Use * as a wildcard. 
Click “Search”. If you enter only the *, all documents will default.  

• To enter a New Document, click “Propose New Miscellaneous” 
• History – if document has been processed previously through CIM, it will have a history. Click this 

field if you want to view the history of a document (processed through CIM). 
• Quick Searches – select from the drop box.  

 

 

Clicking one of the links allows you to go to another page/process without 
going out of CIM. 

This will show the roles attached to the lab fee or articulation agreement process  

Click on the Help Bubble for information. 
Click on the red x to close the information 
box. 
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Lab Fee Justification 

Lab fees will go through an abbreviated workflow for voting. 

Edit Lab Fee Already in Progress 
Once a document is in Workflow, it must be edited through the “Approve Pages” link provided in email.  
 
Edit Lab Fee in History 
Once a document has gone through the approval process, it will have “History”; the “Status” field will be blank. 
Instead of creating a new record, select the course from the Search and edit it.  
 

 

Click Edit button. Complete all fields as shown below, then click “Save Changes” or “Start Workflow”. Page will 
not move through the approval cycle until “Start Workflow” is clicked. 

 

 

Click “Cancel” to remove all changes, “Save Changes” to save changes but not start the workflow, or “Start 
Workflow’. This will save changes and start the workflow. Each user in the workflow roles will receive an 
automatic email when they are to review the document. User must approve the document to move to the next 
person.  
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Create New Lab Fee 

  

  

Request Type Select “Lab Fee Justification” 
Title Format:  SUBJ NUMB LF TERM (example: BSCC 1010 LF 202440) 
Request Details Enter reason for submitting lab fee 
Action Select from drop box  
Catalog Year Must be the following academic year. Select from drop box. 
Course Number Enter Course Prefix (all upper case) and number. Example: CGS 2100 
Course Title Enter Course Title 
Current Fee Amount $xx.xx  (include $) Recommended Fee Amt $xx.xx (include $) 
Click “Cancel” to cancel all changes, “Save Changes” to save changes but not start the workflow, or “Start 
Workflow”. This will save changes and start the workflow. Each user in the workflow roles will receive an 
automatic email when they are to review the document. User must approve the document to move to the 
next person. 

Click this button to start a new lab fee request. 
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Program of Study (upload worksheet) 
This is Step 1 in the submission of the Program of Study for a program.  See the tutorial: CIM Program Procedure 
for instructions. 
 
Articulation Agreements 
Articulation agreements are for informational purposes only. Documents must be completed and signed before 
uploading into CIM. No work on the documents is done inside the CIM system. 

• The Curriculum Development Office will upload the Articulation Agreements into CIM to begin the 
curriculum review process. 

 
Advance Standing Agreement w/Brevard Public Schools 
Advance Standing agreements are for informational purposes only. Documents must be completed and signed 
before uploading into CIM. No work on the documents is done inside the CIM system. 

• The Curriculum Development Office will upload the Articulation Agreements into CIM to begin the 
curriculum review process. 
 

 
 
 


