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Ensure to bookmark the URL below. Click the eLumen link to log in:

e sccollege.elumenapp.com

Creating a Password

You will need to create an eLumen password the first time you log into the system. To do this,

select Forgot Password? on the login page.

eLumen

Username

Password

Remember my username

o

A pop-up will appear for you to enter your WebAdvisor ID as your username, e.g., js/2345, and

your SCC emalil, e.g., smith_john@sccollege.edu.

Request Password Reset Link

identity.

Your eLumer

Forgot Password?

In order to reset your password, eLumen will send you an email with a reset link.
Please provide your eLumen username and account email address to verify your

Revised: Spring 2019
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eLumen will email you a password-reset link. Please check your email (including Spam/Junk
folders for this email).

' Generated successfully

A recovery email was sent to the address associated to the account, it may take a
few minutes to arrive. It is advised to look into spam folders as well normal inbox

’ -
Close
L y

When you receive the email with the link, click the link. The new password must be at least 8
characters long and contain at least one special character (e.g.: ! @ # $ % ™ & *).

We encourage you to use your current WebAdvisor password, if possible. If not, use a
password that is easy to remember, like Help123!

Type in the password, confirm the password, and click the Save button.

Go back to the login screen. You should now be able to login to eLumen: sccollege.elumenapp.com

Revised: Spring 2019
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Navigation Banner

Below is the navigation banner that you will see when you login to eLumen.

Department Workflows/Other items
Role o

P 3
B Tech Support as[ Faculty s Ilnl Mathematics™ § I B nbox Eﬂﬂ«ctoum: Settings Support Log Out
—_—
E Courses | Fall 2018 $ & SLOs & Assessments E Curriculum Results Explorer

Vol
\ Curriculum will be housed

If you are participating in a Strategic Initiative (Program Review/Annual Plan) your login will
look like this.

Workflow/Other items

Role Department
E Marianna Padilla asl Faculty :I inl Mathematics ¥ l - uppor
E co‘:::sZOls s m SLOs & Assessments E Curriculum Results Explorer FE Strategic Initiatives
Curriculum ltems Program Reviews

(NOTE: Depending on what role you select, the tabs across the top will change.)

Roles and Departments

There are two drop downs at the top of the page, Role and Department.

A user can have various roles assigned to their account. When using eLumen, make sure you are
in the correct role. For example, if a faculty member in the Department of English wants to launch
a course revision they will select the Course Author role and select the English* department.

When the Course Author is also the Department Coordinator (Department Chair) and they want to
review and approve a course that is pending their approval, they will need to “switch” their role to
Department Coordinator.

Department
Role =

n Tech Support as[ Faculty :Jlnl Mathematics* $ I

N
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The following icons will allow you to do specific things within eLumen.

E Inbox EB Account Settings ﬂ Support n Log Out

Inbox

The Inbox contains the workflows for courses, programs, and SLOs that are waiting for review.

B Inbox

In the Inbox, you will see a Workflow tab. If there are any workflows waiting for your review
and/or approval you will see them here.

You will be able to choose two types of viewing access, Step View or Outline View. Select
whichever view you prefer.

The Step View presents each section of the workflow on separate tabs.

The Outline View, which presents the entire workflow on a single screen.

Inbox
Workflows @@ Action Plans RFls
Organizations: Workflow Type:
Al B All v
Active - 8
Course Revision 7
| Start Review v
Course: ENG110 Composition and Reading
Step View
Course Revision ‘ Outline View
Course: COMPSCI117 Mobile Application Building- iOS and Andriod

A user will see other items in their Inbox for Action Plans, RFIs and SLOs if they are doing SLOs
and Assessments.

Users should monitor their Inbox for items that require their immediate attention.

Revised: Spring 2019
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Account Settings

Each user can create a user profile photo, indicate their email address, determine if they want to

have hover help on their scorecards.

M Account Settings

My Account Settings

Available Functions

Current User Profile Photo: B(100x100)

Choose File No file chosen

Upload User Profile Photo:
Upload

Email Address:
Display Hover text on Scorecards? “Yes@No
| want to change my eLumen Password

Enter your new password:

Confirm your password:

Your password may be up to 24 characters long, and consist of any combination of letters and digits. All fields are required.

Support

The Support icon takes you to the eLumen support page.

n Support

Revised: Spring 2019
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Support available to users:

A knowledge base of information
A community of others to network
A way to submit a trouble ticket
Application Guides and How-To’s

A sea

9 of 49

Community  Submit a request Nancy Dodd ~

Application Guides

Guidance to maximize your institutional practices and eLumen experience

How To's
Step-by-step and field-by-field articles for using eLumen

Community

Join the conversation

Within this area the user will be able to participate with the eLumen community and submit a ticket
to the Customer Success Manager for any technical issues.

The Log Out will log individuals out of the system and take them back to the login screen.

n Log Out

Revised: Spring 2019
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Curriculum Tab

The Curriculum tab is designed to give individuals access to all Curriculum.
In addition, this area lists all the active courses and programs.

In this area, there is a Curriculum Dashboard where users can monitor the progress of their
workflows as it progresses through a approval process, view a course history, or see reports.

‘ m Curriculum

Revised: Spring 2019
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Submitting a Workflow
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To log in to and participate in a curriculum workflow, users need to do the following:

1) Be in the correct role (Course Author) and department
2) Click on Curriculum Library

3) Select either Course or Program

4) If new workflow select New Course or New Program

5) If revise workflow, select box on the left to highlight the course or program you wish to

revise and click on New Revision

.
B Marianna Padilla asl Faculty $ in  Mathematics ¥ I B Inbox H Account Settings n Support u Log Out

B & & =]
Fall 2018 N SLOs & Assessments Curriculum Results Explorer Strategic Initiatives
|
Curriculum Dashboard Curriculum Library
Course
Department Course Code @ Course Title @ Distance Education Approved
Accounting, ... (Total: 50) ~ lma(h I Yes, ... (Total: 2) ~
Show/Hide
(Total: 2) ~
29 Total Show: 15 entries - 2
Course Code 4 Course Title
MATH100 Mathematics for General Education
l v MATH101 Algebra |
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This document discusses creating and revising courses within the eLumen system.

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. Choose Course and then select New Course.

a
' E _ B lCourse Author :l in I Mathematics* 4 I F— E Inbox &Amu"t Settings n Support n Log Out
E Strategic Planning m Curriculum E Reports

Inbox Workflows Curriculum Dashboard Curriculum Library
Course
Department Course Code © Course Title @ Distance Education Approved
Academic Administration, ... (Total: Code Title Yes, ... (Total: 2) ~

195) ~

Show/Hide
(Total:2) ~
1210 Total Show: 15 entries < - 2 3 - 5 8 >
Merge Courses as Cross-Listed Show inactive courses

Revised: Spring 2019
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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

Co YR

*': New Experimental Course

f: New Honors Course
Jh

t New Noncredit Course

dd

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 @
New Course _— Complete information on each tab
Course Creation —

General Information

Course Code (CBO1) * Course Title (CB02) * TOP Code (CBO3)

MATH 299 Mathematics for the Education Teache Select a TOP Code -

Subject Number

Department * Course Description

Mathematics® -

Course Control Number (CBOO)

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

Revised: Spring 2019
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Cover Info Tab

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, _)

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.

Revised: Spring 2019
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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 /nbox 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.

MATHO12 Mathematics for Life @

Propose Course
Course Creation

Cover Info
General Information ‘indicates required field Add Cross List Course
Course Code (CB01) * 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 v This Mathematics course is designed to assist students with learning Non-Occupational v

concepts to carry forward throughout their lifespan

Course Control Number (CB00)

Faculty Requirements

Master Discipline Preferred Mathematics, Mathematics-Basic Skills: Non-Credit v
Alternate Master Discipline None selected hd
or A i Discipline Preferred None selected ¥
orA i Disciplit None selected ¥
Proposal Details
Author(s) Proposal Start * Submission Rationale
Jake Mackay Fall 2019 =
Add Additional Contributors
Y

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

Revised: Spring 2019
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Course Development Options Tab

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:

e Course Basic Skill Status

Course Special Class Status

Grade Options

Allowed Number of Retakes

Retake Policy Description

Allow Students to Gain Credit by Exam/Challenge
Rationale for Credit By Exam/Challenge

Allow Students to Audit Course

More Options
Course Basic Skill Status (CB08) Course Special Class Status (CB13) Grade Options
-- Choose Type -- - -- Select Option -- - None selected -
Allowed Number of Retakes |
Allow Students to Gain Credit by Exam/Challenge Allow Students To Audit Course ‘
0

Retake Policy Description Rationale For Credit By Exam/Challenge ‘

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

Revised: Spring 2019
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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)

No programs defined

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 (CBO5)

Transferability Transferability Status

Not transferable - Not transferable

Request for General Education Transferability

No general education categories defined

System/Institution Categories Comparable Course
C-ID = None selected e B I X, % T - A O &
Size ~
4
© Add General Education Request

Revised: Spring 2019
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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.

Santa Ana College - Shared... v None selected v BIUXx X T I e A0 w

No System/Institution Stm - .
selected
Private Institution
Comparable Transfer Courses Comparable Course

Enter the course subject code, course number and

YT —rr— title of the SAC shared'course .|n this textboxj e.g.,
Courses MATH 105 - Mathematics for Liberal Arts Majors.

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

© Add General Education Request

Revised: Spring 2019
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Units and Hours Tab

Credit Options

19 of 49

The units and hours tab provides options for credit and noncredit courses, as well as variable-unit

courses. Noncredit course workflows will need to turn off the auto-calculation.

The criteria to complete in this section are

o 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.

Default Profile Add New Profile

Profile Name: Default Profile

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

Weekly Student Hours
In Class Out of Class Default Ratio
Lecture Hours © 0 0 12
Lab Hours © 6 0 3.0
Activity @ 2 1 2:1

Revised: Spring 2019
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When courses do not follow standard units and hours, turn off auto-calculation by unchecking the

blue-checked box:

Default Profile Add New Profile

Profile Name: Default Profile

Unclick this box.

huto-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.

Note: Ignore Activity fields. RSCCD doesn’t use this parameter type for assigning course hours.

Weekly Student Hours
In Class Out of Class
Lecture Hours © 4 8
Lab Hours © 0 0

Atxty o X X

Do not enter anything for Activity

Default Ratio
1:2

3:0

21
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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.

Revised: Spring 2019
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Prerequisites, Corequisites, Anti-requisites and Advisories
Tab

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

Prerequisite

A course that must be taken prior to another course.

Anti-Requisite
A course that is the Same As another, e.g., GEOG 155 and SURV 155.

Corequisite

A course that is required to be taken at the same time as another course.

Advisory

A course that it is recommended to be taken prior or concurrently with the current course.

Multiple Requisites (“And”, “Or” Rules)

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. Select the Add Group button.

2. Select the Add Requisite button.

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

4. Select Objectives and Outcomes to attach any learning outcomes from the requisite course.
5. Select the Add Requisite to add an additional course with an AND between the requisites.
6. Select the Requisite Type and Course.

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

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

Revised: Spring 2019
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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.

Contact the Curriculum Specialist in the Curriculum Office for additional assistance.

B IUX X I, iz = -« WO w Sz - x
Prerequisite v

A
(3

MATH170 Pre-Calculus Mathematics

mn/ '

Outcomes

Insert/Remove Numbered List ) ‘
Select UDjectves ana uutcomes « 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

B I UXx|L|§E:|e -« WO w Size - x
Advisory -

A
N

ART100 Introduction to Art Concepts

OR

Outcomes

« Identify and analyze formal elements and principals of design used by
artists while employing proper historical art terminology.

Select Objectives and Outcomes

4

Remove Group  Add Requisite

B I U x x| Lili=: x - W M) » Size - x
Anti-Requisite v

A
P2

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.
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Entrance Skills

Can be 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.

Skill description © Add New Skill

4

A high school or college GPA of 3.0 or above /
RIS g fLlaen BIUGXX

2

LI|ZE]|e W M

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.

Revised: Spring 2019
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Specifications Tab

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 Method of Instruction added

/° Add Method of Ir‘st'ucnon~ )
Ne————

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

Methods of Instruction

|Lacture -| BIUXx ¥ L = @& LEAQw sz - i || 21 X

'

) Select Method of Instruction
Rationale for the selected Method
; Collaborative Group Work
) Internet Research
) Study
y Audiovisual Presentations
) Field Experience

y Lecture / Discussion i

Skills Demonstrations
© Add Method of Instruction
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Assignments

Is designed to allow faculty to enter assignment as it pertains to Outside Hours.

Assignments *

B I UXx I =31 & LA Q = size - £ H

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 journal 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.

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
New Author Sullivan, M.
x
V.
Title
— 2017 ($220) | fmm—
. 9780134133539
V.
Publisher

New Publisher

Date

New Date

ISBN
New ISBN

Yz

This button will not activate until all fields

© Add New Textbook
above are entered.

Continue adding as many textbooks as needed. To remove a textbook, select the black X on the
top right.
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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 X
Statistical application software (optional) $0 -
Internet access for research $0 2

Revised: Spring 2019
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Learning Outcomes Tab
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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

Enter each objective here

Start writing the new Course Objective name to add it © Add New Course Objective

Course Objectives /\

Click here to add the objective.

>

Define types of data X Besure tklickme blue check mark to
save an changes.
4

Course Student Learning Outcomes (CSLOSs)

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

Enter each SLO here

Start writing the new CSLOs name to add it © Add New CSLOs

CSLOs

Status

Click here to add the SLO.

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

SLO assessment.
Xpectt L%erformance

Analyze the validity of statistical statements by evaluating the statistical
methods applied on collected data.

Unchanged

//{ Avox

Represent data from a sample or population in an organized and visual

manner.

Unchanged

I'd
SLO
SLO 2 / 100

y 4

Interpret data represented in a chart or graph in context of the scenario.

Unchanged

SLO3

100

Revised: Spring 2019




eLumen Manual

Outline Tab

This tab contains the course content for the

e Course outline (Lecture content outline)
e Lab outline
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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.

Lab Component in this Course

Lab Outline

~
(=
MX
xm
N
i
i
8

A Q & Size ~

Approx. Hours! Content

Arithmetic Review

« Arithmetic Operations
« Fractions

5.00 « Decimals

« Percent

« Ratio and Proportion
« Rounding

« Scientific Notation

= A

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

B I UX x*|I,

8

: WO -

1
2

Size ~ JE @

Click here to enter a
full screen mode.

|Approx. Hours”

Content

||5.00

||Introduction to Vocabulary and Statistical Terms

9.00

Descriptive Statistics

Levels/scales of measurement

« Measures of central tendency, variation, relative position

10.00

Probability

Definition of probability

Sample spaces

Independent and dependent events
Conditional probability
Complements

Permutations and combinations

[[Probabiity Distributions
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Step Templates

There are two additional Step Templates, i.e., Addenda: Distance Education (DE) and Honors.

Distance Education (DE) Addendum Tab

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 Addendum Tab

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

‘ /__’____--» Honors Addendum

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.

Revised: Spring 2019
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Curriculum Technician Tab
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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.

Course Administration Codes

Course Control Number (CBO0O0)

Course Prior to College Level (CB21)

Course Version Status: In Development

Curriculum Committee Approval
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)

Articulation Agreement Request

Transferability

Not transferable

i

L}

Curriculum ID (internal use)

Wy

Course Crosswalk CRS-NUMBER (CB20)

Course Transfer Status (CB05)

N
N

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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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.

[
‘ o) |
o, Y as| Course Author +/in Mathematics® 5 @ nbox % :j Account Settings ﬂ&::s'ﬁ n Log Out ‘

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 II

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 4 Course Title
8 MATH160L Trigonometry Math Lab
(] MATH170 Pre-Calculus Mathematics
(] MATH170L Pre-Calculus Mathematics Math Lab
a MATH171 Precalculus and Trigonometry
8 MATH180 Single Variable Calculus |
8 MATH180H Honors Single Variable Calculus |
8 MATH180L / Single Variable Calculus | Math Lab
MATH185 Single Variable Calculus |1
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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

Revise Credit Course

L—— | Use this workflow to revise a credit course. For credit only,
‘ noncredit do not use.

]

e
gt

Revise Honors Course

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

il

Boge
+
'

Revise Noncredit Course

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

£}

After selecting the workflow, modify, edit, and/or revise the course similarly to creating a new
course. Please see the language for The Course Tabs in this document, pages 14-30, for
specifications for each tab.
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This document discusses creating and revising programs within the eLumen system.
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To begin, select the Course Author role from the drop down next to your user icon and select the

Navigate to Curriculum, then to click on Curriculum Library tab and select Program. Click on New

department.
Program.
@ Courses | Fall 2018 ¢ ‘? SLOs & Assessments
Curriculum Dashboard
Program
Department Program Title @

Academic Administration, ... (Total: 190) ~

=

| Results Explorer

Award Type

A_A. Degree for Transfer,

(Total: 10) ~

Show/Hide
(Total: 2)
10 Total Show: 15 entries < - >
Program Title 4 Program Description
American Sign Language The Certificate of Achievement in American Sign Language (ASL) is offered as preparation for developing linguistic competency in

ASL and readiness for entering a formal interpreter training program. The certificate indicates skill in the use of ASL for personal
communication and an introductory awareness of Sign Language interpreting and other professions working within the Deaf

community
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After clicking on New Program, eLumen will launch a window to designate the appropriate
workflow.

1. Select Workflow > 2. Select Program Type
Template

only, noncredit do not use.

\ :l New Credit Program
‘ T** Use this workflow to create a new credit program. For credit

noncredit only, credit do not use

: New Noncredit Program
T** Use this workflow to create a new noncredit program. For

Cancel

After you have selected the appropriate program workflow, an additional Program Type screen
will pop-up. This screen helps determine the type of program you will design. SELECT RULE-
BASED.

+ Select Workflow > 2. Select Program Type
Template

Pathways Program

Define a program (degree or certificate), so that students have a
very clear idea of the curriculum they need to attain a certificate
or degree from our institution.

2 Rule-Based
g—-l Define a program (degree or certificate) using rules for
O = attainment, so that students have the most flexibility in getting
o

their credential.

Back

Revised: Spring 2019
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Pathways Program defines a program that students will have a clear idea of what the
degree/certificate has in store for them to follow with a defined recommended sequence. You will
not be able to skip creating a recommended sequence when choosing the Pathways Program type.

Rule-Based allows for more flexibility in that you can choose to create a recommended sequence
for students or you can opt to not create one for students to follow.

Once you select the program type, you will be taken to the workflow to enter the program
information on each of the corresponding tabs (see below).

Cover Info Course... Recommended... Leaming.. Program... Curriculum..

(NOTE: Program workflows work different than a course workflow-- you must complete
information on each tab and either Save and Continue or Save as Draft and Continue the workflow
at a later time before you can move on to the next tab.)

Revised: Spring 2019
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Cover Info Tab

The Cover Info tab has two primary areas: Program Basics and Proposal Details.

Program Basics

Contains the following information:

® Program Title*
o Add the correct abbreviation of your program type after the program title. See
options below.

Program Title*

3D Printing / Advanced Manufacturing, CC

Associate of Arts Degree = AA

Associate of Science Degree = AS

Associate of Arts Degree for Transfer = AA-T
Associate of Science Degree for Transfer = AS-T
Certificate of Achievement = CA

Certificate of Proficiency = CERT

Certificate of Competency = COM

Certificate of Completion = CC

Program Basics

® Department™

o Departments are organized by department codes (e.g., 2ENGL, 2BIOL, 2MATH,

).

e Program TOP Code*

e Award Type*

e Student Program Award

o Select from the drop-down the most appropriate description for your program.
e (redit Range for Completion

o If single unit, repeat value in both fields.

Credit Range for Completion

30 } 30

e Program Description
e Transferability - LEAVE AS ‘SELECT’ FOR ALL PROGRAMS UNTIL FURTHER

NOTICE
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Proposal Details

Contains the following information:
e Proposal Start* - Credit and Noneredit have separate terms. Choose one.
Author
Additional Contributor - add contributors to course/program
Rationale for Non-Fall Start
Program Justification
Submission Rationale

NOTE: Fields that indicate an (*) must be completed before you Save and Continue or Save as
Draft and Continue.

Program Title 'm.* ®
“WTitle will fill in as you complete it below Materials
Propose a Program Info
Program Creation
Cover Info Course Recommended Leamning Progran
Program Basics Proposal Details
B Proposal Start® Author
Dowd, Colin
~ Choose Term — $ C
Add Additonal Ci buto
Department"

Rationale for Non-Fall Start
English

Program TOP Code (SP01)"

Select a TOP Code -
Program Justification
Award Type *
-Select- ¢
Student Program Award (SP02)
Submission Rationale
Select a Student Program Award -
New Program
Credit Range for Completion —| improvement to Program of Study

~) Change to Content
") Additional Program Options

0 B Add Transferability

Transferability

-Select-

[ o o Conirue | eve s Dranana Ganaee ]|
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Course Blocks Tab & Program Rules

The second tab of the program workflow is for adding the course blocks and creating the program
rules.

First, you must add the course to the /¢/7 side of the screen that will be used fo create the rules for
the program on the right side of the screen.

English Composition
Associate of Arts (A.A.) degree

Propose a Program
Program Creation

Cover Course Blocks Recommended Leaming Progran Curriculum

English Composition

No Course Blocks to show AA. Degree Major >

Add Course Block

Local Requirements AA Degree Major  41-43Credits 9

‘ Based on the award type chosen on
previous screen and wht wasloadedin s Goee s

system

On the left side of the screen:

To add course blocks to a program, click on the Add Course Block. A window will appear and add
a title for the course block. Enter the desired title and click ADD.

Add new Course Block

Name

Core Courses| A

Cancel Add

Select the carrot (>) to the right of the Course Block name. This will open the field so that you can
select the courses to include in your course block.
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Use the drop down and the search field to go to the subject that holds the courses you are wishing
to add to the course block. You can select multiple course at one time. Once you select the courses,
select Add Course.

English Composition

Code Course Credits

No courses to show

Total Credits o
— Select a Course — - Add Course
Q | engil
ENG100 Fundamentals Of Composition

ENG103 College Reading and Study Skills
ENG110 Composition and Reading
—) ENG110H Composition and Reading-Honors

ENG111 Critical Thinking Through Literature
Lo and Writing

ENG118 Women's Literature

After all course blocks are created, you are ready to create the program rules.

On the right side of the screen:

Select the carrot (>) on the right side of the screen that contains the program type. This will open
a drop down and click on + ADD RULE. Then, create the program rules that will define what
courses the students have to take in order to complete the program. You will pull from the course
on the left side of the screen (course block side).

First, select Add Rule.

English Composition

7 v AA. Degree Major -
Code Couwse  Creams Total Credits: 0
enc x
+ Add Rule

enci10 *x
e *x
encast *®
enczs: x
encz x
= x To add the rules (and/or), Student must

take 6 units of..., they all go in this
enczr2 *x space.
encars *x
Total Cradns 2

Remove

Ada Course Block

Local Requirements AA Degree Major  41-43Credts >

Revised: Spring 2019
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To create a single-unit value for a rule, you first select Add Rule. Then, define the rule description,
select Single Value, and provide the single-unit value for the rule. On the left side of the screen,
select the course(s) that make up the rule. Next, click on Add Course. If you are done with that

specific rule then select Done.

English Composition

ENG103
ENG110
- ENG240
~ ENG251
ENG262
ENG270
ENG271
- EnG22
m ENG2r3

Total Credits

~ Select a Course —

Add Course Block

Single value rule(s)

v
Crodits
3z x
84 x
3.4 x
3 x
3.4 x
L4 x
3L x
3. x
3% x
2

=3

AA. Degree Major v
Total Credits: 0
Rule Name or Description:

Required ENG units

Rule Crodits:
© single Value Range

Total: | 3

Cour

o [

To create unit range values for a rule, select Add Rule. Then, define the rule description, and select
Range, and provide the unit range value for the rule. Next, enter the min and max ranges for the
credits (units) required for the rule. On left side of the screen, select the course(s) that make up the
rule. Next, click on Add Course. If you are done with that specific rule then select Done.

English Composition
Core Courses ¢

Code Course

ENG103 sllege Reading and

ENG110

o ENG240

ENG251

ENG262

ENG270 intro To Creative Writing
ENG271 reative Writing
ENG272 reative Writing: Non-Fictior
ENG273 eative Writng: Poetry

Total Credits

— Select a Course —

To create a range

v

X X X X X X X %X X

Remove

A.A. Degree Major w

Total Credits: 0

Rule Name or Description:

Take 3-6 units from the following group of courses

Rule Credits:
Single Value © Range
Min 3 Max 6
Courses:
ct the Courses/Course Blocks from the left and click on the "Add
Courses Here" button to add them to the rules

Cancel m

Once you add the rule, you are not done.
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You have the option to include ANDs or ORs in your rule block (right side of screen).

In the example, the rule states that you must “Take 3-6 units from the following group of courses”
so it is implied that you can take any of the courses from the rule block. Therefore, you probably
would want to add an OR. Click on the OR button (see screenshot below).

Continue to complete the rule block as needed.

\ Rule Name or Description:

Take 3-6 units from the following group of courses

Rule Credits:

") Single Value © Range
Min: 3 Max: 6

Courses:

Select the Courses/Course Blocks from the left and click on the "Add
Courses Here" button to add them to the rules.

v I

Course / Course Block Credits

ENG271 - Creative Writing: Fiction 37 x
OR

ENG272 - Creative Writing: Non- 3/ x
Fiction

OR

ENG273 - Creative Writing: Poetry 3.7 x

4 Add Rule Block

Revised: Spring 2019
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Noncredit programs are different from credit programs because their totals are in Zours not units.
Therefore, if you are creating a noncredit program, follow the structure and language below to
accommodate for sours. Click on the pencil icon on the left to enter the course hours and then

select the course(s) to add to the rule block (right side).

3D Printing / Advanced Manufacturing, CC

Certificate requirement ,-" v
Code Course Credits

BUS101 oduct! 60 # x
VBUS105 :“‘ 3D Animation using 60 x
BUS130 60 b 4
Total Credits 180

-- Select a Course - - Add Course

Add Course Block

Certificate of Completion

Certificate Requirement: 180 hours (credits are
in hours)

Course / Course Block

VBUS101 - Introduction to 3D Modeling using Blender
AND

VBUS10S - Introduction to 3D Animation using Blender

AND
VBUS130 - Introduction to 3D Printing

+ Add Rule

180 Credits

Credits
50

60

60

Edit Rule

Total Credits: 180

Revised: Spring 2019
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DO NOT TOUCH, LEAVE AS IS. MOVE ON TO THE NEXT TAB.

A recommended sequence outlines the courses which should be taken during a term to assist
students in successful completion of their degree or goal.

Cover Course Recommended Sequence Leaming

Create a program sequence

Term1 /'
Select a course block 10 add courses 1o the term
Course Blocks

| W1
Area 1. Written and Oral Communication
Area 2. Humanities and Fine Arts
Area 3. Foreign Language
Area 4 Social and Behavioral Sciences
Area 5. Mathematics
Area 6. Physical and Life Sciences
Area 7. Student Development
‘ Core Courses

Previous

Delete Workfiow m Save as Draft and Continue

Once you have selected the courses for the term sequence, you can then create another term by
selecting “Add Term”. There is no restriction to the number of terms that can be created.

Create a program sequence

Term 1 4 alv

Select a course block to add courses to the term.

Course Blocks

None selected Term1
ENG110 - Composition and Reading 3 X
MUS102 - Survey of Rock and Popular Music 3 X
PHIL100 - Introduction to Philosophy 3 R
ANTH101 - Introduction to Cultural Anthropology ER
Total Credits 12.00
Remove Term

Term2 ¢4 g

Select a course block to add courses to the term.

Course Blocks

[ None selected t] -
ENG270 - Intro To Creative Writing 3 X
COUNSO - Orientation & Education Planning 1 x
BIOL102 - Human Nutriion 3 %
MATH100 - Mathematics for General Education 4 x

Total Credits 11.00
Remove Term
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Learning Outcomes Tab

eLumen integrates curriculum and assessment to facilitate updates to the Program and Student
Learning Outcomes (PSLOs).

Groups or classifications of PSLOs in eLumen are known as PSLO Classes. A Program can use
one or more classifications of PSLOs. Programs can also share PSLOs. This allows departments
to share a core set of outcomes by the department and specialization outcomes that differentiate
each degree or certificate.

When creating a new program, if there is a PSLO Class that is not being shared from another
Program or a Core set of PSLO (the umbrella department PSLOs), faculty will want to create a
PSLO Class by selecting the Add PSLO Class, then creating a Class Name and clicking on the
Add New Program Outcome to create the new PSLOs one by one that will be associated with the
PSLO Class.

Program Outcomes
Third Party Standards: Additional PSLO Classes: No PSLO Classes included.

None selected v Select PSLO Classes

2CIass Name X

| English Composition, AA| ~ Use category

3

Add new Program Outcome

1

Add PSLO Class

Revised: Spring 2019




eLumen Manual

Align PSLOs

46 of 49

Now that the PSLOs and the course blocks for the program are added, the PSLOs can be aligned

to the CSLOs.

\
Align SLOs
English Composition, AA v Student will engage | Students will
in composition identify key formal
techniques and written analyses that
Courses - written skill demonstrate
concepts. appropriate
English Composition, AA - academic rigor and

"~ Include inactive Courses

ENG103 College Reading and Study Skills

ENG103 SLO 1: Read and interpret writings of
nonfiction, fiction, poetry, biography and
autobiography.

ENG103 SLO 2: Note-taking - Make an outline of
lecture notes from each class and share with one
student peer for review of organization, content and

103 SLO 3: Time management - Create a daily,

“nd monthly schedule of academic activities
t least two different courses in which the

Set Attainment Levels
Set Attainment Levels

After aligning PSLOs, click the Close at the bottom of the box and go back to the workflow. There
will then be a question asking “Why this SLO needs to be created?”. This is where you will give
the purpose of establishing the PSLOs for the program. Click Save when you are done and then
Save and Continue or Save as Draft and Continue if you are not done with the program workflow
and need to return to it at a later time.
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Program Narrative Tab

The Program Narrative is required for submission, review, and approval of a program.

The rich text editor boxes allow proposers to adjust font, create tables, and add images to their
responses. In addition, you can attach files (e.g., Word, PDF) by clicking on the folder icon on the

top right side.

N

English Composition, AA

Associate of Arts (A.A.) degree
Propose a Program
Program Creation

Cover. Course Recommended Leaming Program Narrative

Questions Upload Files &

Use the space below to add any additional information pertinent to your program, use the file folder in the upper right corner to attach files to the program.

BIUXS¥HL = EEQ® se - =¥ 2
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Curriculum Technician Tab

The Curriculum Technician tab allows the Curriculum Specialist to maintain program specific
content (ie. approval dates, identification numbers).

You do not have edit access to the Curriculum Technician tab but you can view information and
monitor your state, board, and articulation approvals.

Completing & Monitoring a Workflow

When you are done with the workflow, click on Submit at the bottom of the screen.
Your workflow will move to the next stage in the approval process.

You can monitor the status of your workflow as it goes through the approval process from the
Curriculum Dashboard.

You will be able to keep track of the workflow and if for any reason the workflow comes back to

you for changes then you will receive a workflow notification via e-mail.

H Colin Dowd as | Faculty 4 in English ¢ ['l Inbox :ﬂ Account Settings u‘éu[UD". “Loq Out
@ Courses | Fall 2018 ¢ & SLOs & Assessments E Curriculum Results Explorer

Curriculum Dashboard

@ Download Workflows as CSV

Revision Program Workflows

Name 4 Template name Stage

No data found

0Total Show: 10 entries

Proposal Program Workflows -

Name A Template name Stage

‘ English Composition, AA Propose a Program Discipline Review Actions

|
1Total Show: 10 entres -

Deleting a Workflow

The delete workflow option is available, for the user that launched the program workflow, when
the workflow is in Stage 1 only. After the workflow is submitted, the workflow must be returned
to Stage 1 (to the course author) so it can be deleted.
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All content that you have previously entered into the program will be in the program.
First, select the Course Author role from the top drop-down.

Next, go to the Curriculum Library and select the department or type the title of program you wish
to revise. Then, click on the box to the left of the program to highlight your selection and click on
New Revision at the top.

Program
—_—
Department Program Title @ Award Type
Accounting, ... (Total: 50) ~ eng A.A. Degree for Transfer, ... (Total: 15) ~

Show/Hide

(Total: 2)

3 Total Show: 15 entries - ;
@ Show History View POR Report

Program Title 4 Program Description

English AA The Associate in Arts in English offers a study of composition, language, and literature designed to develop skills in reading perceptively,
writing effectively, and thinking critically. The program prepares students for diverse careers in advertising, business, communications
media, public relations, law, government service, and teaching

English AA-T The Associate of Arts Degree in English for Transfer (AA-T) is for those students who intend to transfer to a four year college and complete
a bachelor's degree in English at a Califomia State University campus.

Students will complete courses in English and related subjects required for the major. This program focuses on writing, critical thinking,
reading, and research skills as they apply to the areas of composition, creative writing, and literature. Course work in literature explores
primarily British and American authors through genre, survey, figure, and thematic courses.

- Students who complete this degree will be guaranteed admission with a junior standing to the CSU System, though not to a particular
campus or major. Students should consult with a counselor for more information on university admissions, deadline requirements and
transfer rules.

Students receiving transfer degrees must meet the following requirements: 1. Completion of 60 semester units or 90 quarter units that are
eligible for transfer to California State University, including both of the following requirements: A. The Intersegmental General Education
Transfer Curriculum (IGETC) OR the California State University General Education-Breadth Requirements; B. A minimum of 18 semester
units in a major area of emphasis, as determined by the community college district

2. A minimum grade point average of 2.0.

I | English Composition, AA This is an English Composition major that will end at the 2 year level.

A window will appear where you can select the appropriate revision workflow (credit or
noneredit). Then, choose the type of program (Pathway or Rule Based). Select Rule-Based.

You are ready to make revisions to the program and submit when finished.

Revised: Spring 2019
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