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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
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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.

Revised: Spring 2019



eLumen - Create and Revise Courses 30f18

The Tabs
>zRsi (t7z)

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. >1gpuA -1 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

P N .
>zAlGs EsRsizU> st AUlztGp

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.
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System/Institution Categories Comparable Course

8

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

WO =

|
X

No System/Institution
selected

Private Institution
Comparable Transfer Courses Comparable Course

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.

Size ~ IE

A
C&l

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

© Add General Education Request

atdG JER ozAlG

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.

P o ) .. e
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p

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.

Revised: Spring 2019




eLumen - Create and Revise Courses 90f18

- 2lisl 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.
alisisUAGNSGL >zlisUAGHSG! T gcilisUAGNSG JtR 1 RRGzlsG)

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.
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