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This document discusses creating and revising courses within the eLumen

system.

Create a New Course

New Course Workflow

To begin, select Course Author role from the drop-down menu next to the
user icon and select the corresponding Department where the new course

will be housed.

Navigate to Curriculum and then to the Curriculum Library tab. Once here,

there are two selections: Course and Program.

select New Course.

Choose Course and then

& | Course Author 3 in Mathematics* 4 h— -
m(}urriculum

Curriculum Library

|_&_ Strategic Planning

[ .

Inbox Workflows Curriculum Dashboard

Course
Department Course Code @ Course Title @
Academic Administration, ... (Total: Code Title

195) ~

1210 Total Show: 15 V

New Course Merge Courses as Cross-Listed

Inbox Ef ?iAccounl Settings n Support n Log Out

Reports

Distance Education Approved

Yes, ... (Total: 2) ~
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Show inactive courses
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After selecting New Course, a pop-up window prompts you to select the type
of workflow. Select the appropriate course workflow and begin entering the
course information.

Create Course

New Credit Course
Use tt vorkfl reate a new credit course. For credit only,

New Honors Course

3
[ U reate a new honors course. For credit only
“’:I New Noncredit Course

U noncredit course. For

Cancel

All white fields are available to enter course information. Fields that have a
search box (as with the TOP Code area above), type the first few letters of the
subject or numbers and then scroll; OR disregard the search feature and
scroll through the content that is listed.

MATH299 Mathematics for the Education Teacher 0]
New Course . Complete information on each tab

Course Creation .

7 N\

General Information i Add Cross List Course
Course Code (CBO01) * Course Title (CB02) * TOP Code (CB03) *
MATH 299 Mathematics for the Education Teacher Select a TOP Code -
Subject Number
a |

Department * Course Description

Mathematics' 4

Course Control Number (CB0O)

NOTE: Fields that are marked with an (*) are mandatory fields. Information
must be entered into these fields in order for the workflow to submit.
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The Tabs
Cover info

Cover Info has three main components on the tab: General Information,
Faculty Requirements, and Proposal Details.

General Information- contains the following information for faculty to
complete:

Course Code (e.g., BIOL 109, WKPR 100)
Course Title

TOP Code

CIP Code

SAM Code

Department

Course Description

Faculty Requirements- allows the faculty member to select the preferred
discipline and alternate disciplines which are allowed to teach the course
from a selector system. The pre-populated data is from the California
Community College Minimum Qualifications Guide.

Proposal Details- includes the Author(s), otherwise known as the owner of
the course, ability to Add Additional Contributors, Submission Rationale, and
Proposal Start (this is a mandatory field that must be included in order for
the course to be submitted and moved to the next stage.)

At the very bottom there are three buttons: Delete Workflow, Save as Draft
and Submit. The Submit button will not turn dark blue until a term date is
selected for the Proposal Start and all required or mandatory fields (*).

NOTE: If faculty need to pause in submission of a workflow, the
recommendation action is Save as Draft. This will place the workflow into the
Inbox so that faculty can go back in and complete the workflow with the
necessary information. CAUTION: If Submit is clicked, it will launch the
unfinished course.
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MATHO012 Mathematics for Life ®

Propose Course
Course Creation

Cover Info
General Information ‘indicates requirec Add Cross List Gourse
Course Code (CBO01) * Course Title (CB02) *
MATH 012 Mathematics for Life
Subject Number
TOP Code (CB03) CIP Code
(1701.00) Mathematics, G... ~ (27.0101) Mathematics, G... ~
Department * Course Description SAM Priority Code (CB09)
Mathematics - This Mathematics course is designed to assist students with learning Non-Occupational g

concepts to carry forward throughout their lifespan

V7
Course Control Number (CB00)
Faculty Requirements
Master Discipline Preferred Mathematics, Mathematics-Basic Skills: Non-Credit *
Alternate Master Discipline None selected v
Bachelors or Associates Discipline Preferred None selected ¥
Additi Bachel orA it Discipline None selected b4
Proposal Details
Author(s) Proposal Start * Submission Rationale

Jake Mackay Fall 2019 %
Add Additional Contributors

Attachments
Upload files (if necessary) for the course approval process.

You need to name and save the workflow once to upload files.

Delete Workflow Save as Draft

Course Development Options

The second tab of a course workflow is the Course Development Options. This
tab has multiple drop-down boxes and fillable content boxes. Even though all
boxes may not be needed, it is are encouraged to consult with the
Curriculum Specialist in the Curriculum Office.

More Options- contains the following content for faculty to complete

Course Basic Skill Status
Course Special Class Status
Grade Options

Allowed Number of Retakes
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Retake Policy Description

Rationale for Credit By Exam/Challenge
Allow Students to Audit Course

Allow Students to Gain Credit by Exam/Challenge

50f18

More Options

Course Basic Skill Status (CB08) Course Special Class Status (CB13)

-- Choose Type -- - -- Select Option --

Allowed Number of Retakes

o

Retake Policy Description Rationale For Credit By Exam/Challenge

Allow Students to Gain Credit by Exam/Challenge

Grade Options

None selected

Allow Students To Audit Course

All content is CB-code based and additional information can be found in the
PCAH, the Data Element Dictionary, and from the Curriculum Specialist.

Associated Programs- will be blank and not editable. However, after creating
or revising the corresponding program, the next time that there is a course
revision, this information will populate the associated program in this area.

Associated Programs

Course is part of a program (CB24)

MNo programs defined
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Transferability & Gen. Ed. Options- is where a faculty member can request
transferability and/or for articulation agreements, e.g., C-ID, GE, Plans, etc. The
status of the request will automatically be set to Pending. When articulation
is approved, the status is updated by the Articulation Officer. If the
transferability is modified during a course revision, then the status will return
to Pending.

Transferability & Gen. Ed. Options

Request for Transferability (CB05)

Transferability Transferability Status

Not transferable Not transferable

Request for General Education Transferability

Mo general education categories defined

System/Institution Categories Comparable Course

C-ID > None selected = B I X, > 7 : o QO

Size -

© Add General Education Request

Request for Transferability- allows the faculty member to select
transferability to both CSU and UC, CSU Only, or Not Transferable. After
identifying transferability, the status is set to Pending.

Request for General Education Transferability- allows for the faculty to select
all potential Categories for a System/Institution.

Additional content is included for Comparable Courses and Shared Courses
with Santa Ana College. For example, if creating a course that is shared with
Santa Ana College, then select Santa Ana College - Shared Course and enter
the course subject code, number, and title in the entry box on the right, e.g,,
MATH 105 - Mathematics for Liberal Arts Majors.

Revised: Spring 2019



eLumen - Create and Revise Courses 70f18

System/Institution Categories Comparable Course

Santa Ana College - Shared... ¥ None selected - B I Ux x*

8

WO =

|
X

No System/Institution
selected

Private Institution

Comparable Transfer Courses Comparable Course
« Santa Ana College - Shared

Course

Size ~ IE

A
C&l

Enter the course subject code, course number and
title of the SAC shared course in this textbox, e.g.,

UC Comparable Transfer 2 2 4

Courses MATH 105 - Mathematics for Liberal Arts Majors.

After each selection, select Add General Education Request at the lower left
cornetr.

© Add General Education Request

Units and Hours

Credit/Nonerédit Options- The units and hours tab provides options for credit
and noncredit courses, as well as variable-unit courses.

The criteria to complete in this section are

e Course Credit Status

Course Classification Codes

Funding Agency Category

Cooperative Work Experience

Variable Credit Course -Another option to create variable credit courses
(seen below in the Profiles area) is to create a minimum set of values, and
then add an additional profile for the maximum value.

Auto-calculation within eLumen for units and hours

eLumen is set to auto-generate the number of units based on the weekly
hours entered. The system uses a standard set of widely accepted ratios for
lecture and lab hours along with the number of weeks (duration), and an
hours-per-unit divisor to calculate the units based on the weekly hours.
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Defaul: Profile Add New Profile

Profile Name: Default Profile

Weekly Student Hours

In Class Out of Class
Lecture Hours @ 0 0
Lab Hours @ a a
Activity @ 5 ;

Auto-calculate fields based on the parameters set in System & Settings > Curriculum > Units & Hours. ¢

When courses do not follow standard units and hours,
auto-calculation by unchecking the blue-checked box:

8of18

turn off

Default Profile Add New Profile

Profile Name: Default Profile

Unclick this box.

P\uto-calculate fields based on the parameters set in System & Settings > Curriculum > Units & Hours.

—

Once auto-calculation is turned off, any values that have been entered with
auto-calculation enabled will still be present. However, all values can be
adjusted as needed. This may be needed for courses like work experience,

non-standard courses, noncredit courses, etc.
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Note: Ignore Activity fields. RSCCD doesn’t use this parameter type for
assigning course hours.

Weekly Student Hours

In Class Out of Class Default Ratio
Lecture Hours @ 4 3 .
Lab Hours @ o 0 a0

Ackifity © X X 24

Do not enter anything for Activity

Additional Profiles- multiple unit/hour profiles are available for courses that
need to display more than one set of units and hours. Common examples
include minimum and maximum units for a course, and internships that
might be paid or unpaid.

Default Profile Different hour/unit Calculation like Apprenticeship or Noncredit Add New Profile
Title of different unit/hour course than the standard

Profile Name: Different hour/unit Calculation like Apprenticeship or Noncredit /

Auto-calculate fields based on the parameters set in System & Settings > Curriculum > Units & Hours.

To create an additional profile, select Add New Profile and enter a Profile
Name. Each profile can choose to have the auto-calculation enabled or
disabled. If a profile is no longer needed, select Delete this profile on the far
right.

Weekly Specialty Hours- Do not touch. Leave as is.

Course Student Hours- are auto-calculated, unless that setting is unchecked,
e.g., noncredit and apprenticeship. If auto-calculation is turned off, these
areas are entered manually. When unsure of total unit values, contact the
Curriculum Specialist in the Curriculum Office.

Faculty Load- will automatically populate as hours are being inputted in the
Weekly Student Hours. Leave Extra Duties blank or at zero.

Prerequisites, Corequisites, Anti-requisites and Advisories

The requisites tab allows faculty to select courses, as well as build rules
around those courses. There are four types of requisites within eLumen:

1. Prerequisite: A course that must be taken prior to another course.
2. Anti-Requisite: A course that is the Same As another, e.g.,, GEOG 155 and
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3.

SURV 155.
Corequisite: A course that is required to be taken at the same time as
another course.

4, Advisory: A course that it is recommended to be taken prior or

concurrently with the current course.

If there are multiple requisites, add the rules, both AND and OR, for the
course.

The following are steps for adding these rules within eLumen.

Creating "And" Rules

1.

2.

Select the Add Group button.
Select the Add Requisite button.

Next, choose Requisite Type from the drop-down menu and select the
course from the search option. Then select the Add Requisite button.

Select Objectives and Outcomes to attach any learning outcomes from
the requisite course.

Select the Add Requisite to add an additional course with an AND
between the requisites.

Select the Requisite Type and Course.

Select any Objectives and Outcomes from the requisite course, and
click ADD.

Continue same steps for adding requisites with AND between requisite
courses.

Creating "Or" Rules

1.

2.

Select the Add Group button.
Select the Add Requisite button.

Next, choose Requisite Type from the drop-down menu and select the
course from the search option. Then select the Add Requisite button.

Select Objectives and Outcomes to attach any learning outcomes from
the requisite course.

Select Add Group to add an additional requisite with an OR between
requisites.

Revised: Spring 2019
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Contact the Curriculum Specialist in the Curriculum Office for additional
assistance.

B I Ux x|L| =] e -« W F O w| Sze - b
Prerequisite -

»
¥y

MATH170 Pre-Calculus

Outcomes

Insert/Remove Numbered List . . . .
SEIect UDJECTIVES and UUTCOMES s Use algebraic, numerical, and graphical processes to manipulate and

analyze equations, inequalities, and functional relationships.
« Formulate and analyze mathematical models for a variety of real-world
phenomenon and use mathematical and technological tools to

/ 4
AND

B I Ux x°|L|[=:=| e « WEQ w| Sz - X
Advisory *
LY
¥
ART100 Introduction to Art Concepts
Outcomes
Select Objectives and Outcomes « Identify and analyze formal elements and principals of design used by

artists while employing proper historical art terminology.

4
Remove Group = | Add Requisite

OR

B I UX,x*|T,| 212 |e « @M = sSize~ x

Anti-Requisite v

ot
N

PHYS250A Physics for Scientists and

Engineers | Outcomes

« Investigate physical phenomena using appropriate equipment and
Select Objectives and Outcomes methods, make valid comparisons with theoretical predictions, and
communicate those results.

Entrance Skills- can be are added by entering information into the Skill
description field, then selecting Add New Skill. This will open a textbox for
Content Review, or other language, e.g., honors courses will have High school
GPA of a 3.0 or better.

Entrance Skills
Skill description © Add New Skill
4
A high school or college GPA of 3.0 or above / ——
g = BIUXX|L £ e &
E|
Content Review

Limitations on Enrollment- can be added similar to Entrance Skills for a
limitation on enrollment, e.g., apprenticeship courses will have Must be a
state-indentured apprentice.
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Specifications

Specifications includes the Methods of Instruction, Methods of Evaluation,
Assignments, Textbooks, Other Instructional Materials, Equipment, and
Materials Fees.

Methods of Instruction (MOI) and Methods of Evaluation (MOE)- are added
using the same technique. To begin, select Add Method of Instruction or Add
Method of Evaluation.

Specifications

Methods of Instruction

No Methed of Instruction added

‘© Add Method of Instruction

Use the drop-down menu to select the corresponding MO/ or MOE. Feel free
to add any additional content or rationale in the textbox. Repeat this process
for each MOl and MOE.

Methods of Instruction

Lecture & B I X, x*| T = d M w  size - . x
Select Method of Instructicn
O Lecture
Collaborative Group Work
Internet Research
Study
Audiovisual Presentations
Field Experienca
Lecture / Discussion

Skills Demonstrations
0 Add Method of Instruction

Assignments- is designed to allow faculty to enter assignment as it pertains
to Outside Hours.

Assignments *

- E— —

B IUx»x|T, : =] L FR Q& Size -

Reading/Writing
Read, chapter 1-3, from Financial Accounting, Tools for Business Decision Making. Write a brief statement defining the terms assets, liabilities, and stockholder's
equity and explaining which items (transactions) affect stockholder's equity.

Out-of-Class
Analyze a variety of transactions, prepare the adjusting joumal entries, transfer them to general ledger, prepare an adjusted trial balance, and prepare income
statement, owner's equity statement, and balance sheet.

Critical Thinking
Analyze and record economic events of a corporation and merchandising organization and communicate the financial information through preparation of financial
statements.
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Textbooks- allows faculty to enter textbook information for the Author, Title,
Publisher, Date, and ISBN, then select Add New Textbook. WARNING: the
Add New Textbook button will not become active until the Author, Title,
Publisher, Date, and ISBN are entered. Enter the textbook price after the
Date as ($[price]).

Textbooks
Author
Sullivan, M.
| Statistics: Informed Decisions E
"| Using Data
Title Pearson
2017 ($220) | <fmmm—
9780134133539
Y
Publisher
V.
Date
Y
ISBN
V.
© Add New Textbook This button will not activate until all fields
above are entered.

Continue adding as many textbooks as needed. To remove a textbook, select
the black X on the top right.

Other Instructional Materials- are any materials needed for a course that are
not in textbook format and being used for the course. This can include
non-textbook resources, packets from the bookstore, a website, etc. Add
materials with a description, then select Add Material. Continue adding
materials as needed.

Other Instructional Materials

Graphing technology (or an equivalent technology with

statistical functions) $100 %
Statistical application software (optional) $0 %
Internet access for research $0 %
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Learning Outcomes
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The learning outcomes tab includes both course objectives and course
student learning outcomes.

Course Objectives- can be added by entering text for each objective in the
textbox, then select Add New Course Objective. Objectives can be reordered
using the arrows on the right side of the entry. To remove an objective, select
the black X. To edit the text of the objective, click the text and an edit box
appears. Select the blue check mark to save any changes.

Course Objectives

Course Objectives

Define types of data

Enter each objective here

© Add New Course Objective Click here to add the objective.

CSLOs (Course Student Learning Outcomes)- can be added in the same way
the objectives were added. Enter the text of the SLO in the box, then select
Add New CSLO. Each CSLO should have its own line.

CSLOs

CSLOs

Analyze the validity of

SLOs name to add © Add New CSLOs ) ciick here to add the sL0.
SLO here

Each SLO has its own line so that
we can enter an Expected SLO
Performance when completing

Z SLO assessment.

Status

method:

collected data.

by ing the statisti [

data from a sample or

ion in an and visual L

manner.

Interpret data

in a chart or graph in context of the scenario. Unchanged

SLO3

Outline

This tab contains the course content for the

e Course outline (Lecture content outline)

e Lab outline

If the course has a lab component, toggle the box that says Lab Component
in this Course. The lab outline box will open to include content in that area for

the course.
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Lab Component in

Lab Outline

this Course

B I UX, %I, 21 e

LN Q ™ Sz -

[Approx. Hours

Content

|Arithmetic Review

« Arithmetic Operations
« Fractions

« Decimals

« Percent

« Ratio and Proportion
« Rounding

« Scientific Notation

150f 18

The textbox can be expanded so the information being entered is easier to
work with. In addition, there is an expansion button on the editor box to open

the text box to full screen.

Course Outline

BIUXx I 21 e L Q w

Size ~

.= [ =~ | Click here to enter a
“> | full screen mode.

Approx. Hours|

Content

5.00 Introduction to Vocabulary and Statistical Terms:

Descriptive Statistics

9.00 « Measures of central tendency, variation, relative position
« Levels/scales of measurement

Probability

« Complements

+ Definition of probability

« Sample spaces

10.00 « Independent and dependent events
« Conditional probabilty

» Permutations and combinations

Probability Distribution:

s

Step Templates

There are two additional Step Templates, i.e., Addenda: Distance Education

(DE) and Honors.

Distance Education (DE): If adding DE to the course, then enter all seven

fields as thoroughly as possible. For further

assistance, contact the

Curriculum Specialist or Distance Education Coordinator. The Distance
Education Coordinator will give additional feedback throughout the approval

process.

Honors: If submitting this course for honors, a tab titled Honors Addendum
appears (ninth tab from the left).

/ Honors Addendum
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Enter all five fields as thoroughly as possible. For further assistance, contact
the Curriculum Specialist or Honors Program Coordinator(s). The Honors
Program Committee will give additional feedback through the approval
process.

Curriculum Technician

This administrative tab is for the Curriculum Specialist and cannot be edited
by the faculty member. Once articulation is approved, the Articulation Officer
will update the Articulation area.

Curriculum Technician
Course Administration Codes
Course Control Number (CB00) Curriculum ID (internal use)
Course Prior to College Level (CB21)
Course Version Status: In Development
Curriculum Committee Approval & Distance Education Approved:
Date:
Board of Trustees Approval Date: ®
External Review Approval Date: &
Time to Next Review: 1 months
Date for Next Review:
Articulation
Course Crosswalk CRS-DEPT-NAME (CB19) Course Crosswalk CRS-NUMBER (CB20)
Articulation Agreement Request
Transferability Course Transfer Status (CB05)
* Not transferable

Once the steps of the workflow are completed, select Submit to launch the
workflow into the approval process. Notification emails are sent to the users
within each level of the workflow, e.g., Dean, Department, etc., and feel free,
at anytime, to check the inbox for an update of the new course and its level.
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Create a Course Revision

Course Revision Workflow

Creating a course revision workflow is similar to creating a new course
workflow. All approved courses are housed within the Curriculum Library.
This means that the courses already consist of Course Content, CSLOs, Course
Materials, Methods of Evaluation, etc., and faculty can edit the course in a
Course Revision workflow.

To begin, select the Course Author role from the drop-down menu at the top
of the screen next to the user icon and the Department of the course.

in ‘ Mathematics* 4 ‘ (Y Inbox ‘ Account Settings

Support 0\ Log Out

| =y as| Course Author &

Navigate to the Curriculum button and then to the Curriculum Library tab.
Select the Course Code area and enter the Course Title, e.g., Math 185, Single
Variable Calculus Il

Department Course Code @ Course Title @

Mathematics* ~ MATH 185

A list of all courses is generated from the Curriculum Library that are offered
in the selected department. Select the desired course by clicking the
checkbox to the left of the course. To begin the course revision workflow,
select the New Revision button.

Show History View COR Report View Impact Report

Course Code \‘ Course Title
MATH160L Trigonometry Math Lab

MATH170 Pre-Calculus Mathematics
MATH170L Pre-Calculus Mathematics Math Lab
MATH171 Precalculus and Trigonometry
MATH180 Single Variable Calculus |
MATH180H Honors Single Variable Calculus |
MATH180L / Single Variable Calculus | Math Lab
MATH185 Single Variable Calculus Il
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A pop-up for selecting the type of workflow will appear. Select the course

revision workflow accordingly, e.g., honors courses should select Revise
Honors Course, etc.

Revise Course

noncredit do not use.

: Revise Credit Course
T** Use this workflow to revise a credit course. For credit only,

Revise Honors Course

Use this workflow to revise an honors course. For credit only,
noncredit do not use.

il

Revise Noncredit Course
Use this workflow to revise a noncredit course. For noncredit

** only, credit do not use.
an

i

After selecting the workflow, modify, edit, and/or revise the course similarly to
creating a new course. Please see the language for The Tabs in this
document, pages 3-16, for specifications for each tab.
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