eLumen Quick Guide

COURSE REVISION- SUBSTANTIAL + NON SUBSTANTIAL

Step 1: Select the faculty role and appropriate discipline from the drop down menu.
This menu will only reflect the roles/disciplines assigned to you.

Step 2: Select the Curriculum tab.

Step 3: Select the Curriculum Library tab. Once you have selected the Curriculum
Library tab you will see every active course listed. Select the course you wish to
revise, from here you can select the course and the“New Revision” button will
appear.
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Step 4: After selecting the “New Revision” button. A window will appear with

option.

Non Substantial revision: Only the Homework, Methods of Instruction, Methods of
Evaluation, and Textbook can be updated. If any other field is edited, the workflow
will be removed and a "Substantial” course revision will need to be submitted.

Select the the appropriate option.

Revise Course
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Non Substantial Course Revision

This workflow will allow access to every field. However, to ensure
the course remains in a non substantial workflow only edit the
ﬁ following fields: Homework, Methods of Evaluation, Methods of

Instruction and Textbooks
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Substantial Course Revision
p Substantial Course Workflow

Step 5: There are multipe section that require information, please navigate through
the tabs highlighted below. An asterick * indicates a required field.

Cover Info

General Information “indicates required fiekd

Course Code (CBO1) *

ACCT M
Subject Number
CIP Code

(52.0302) Accounting Technol... =

SAM Code (CB09)

Possibly Occupational -

Add Cross List Course

Course Title {CB0D2) * TOP Code (CBO3) *

Bookkeeping (0502.00) Accounting -
Discipline * Course Description *

Accounting - Advisory: Eligibility for ENGL 100A, READ 099 and MATH 070. "

Students will learn introductery theory and application of the double-entry
accounting cycle for service and merchandising sole-proprietorships,
payroll, and banking procedures. For many students, completing ACCT 111

Course Control Humber (CBOO)

CCC000335992
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Step 6: The last section “Curriculum Technician” will be completed by the Academic
Affairs Specialist. Submission is a two step process, select submit on the bottom of
the screen and when the pop up window appears.

Submit Workflow Confirmation

Select"Submit”to send  ACCT411 - Bookkeeping t0 the next stage in the workflow,
Staget.

These roles will be reviewing once the next stage is reached: Ariculation Officer

Librarian Department Coordinator

Cancel

Special Notes:

Steps to check the status of your workflow:

Curriculum Dashboard Curriculum Library Gen Ed Management

Course

Reports

- Select Report -

Revision Course Workflows

Course Code

ABDY112

ABDY122

ABDY213

ABDY215

4 Course Title

Basic Auto Body Repair

Basic Automative Refinishing

Advanced Auto Collision Repair |

Advanced Auto Collision Repair

CSV Downloads

- Select Report - v

Workflow Template Workflow Status Days In Stage Chair Report
MNon Substantial Course Stage 8: BOT, BANNER, COCI 78 None
Revision

Non Substantial Course Stage & BOT, BANNER, COCI | 68 None
Revision

Nol’jl .Substant'al Course Stage 8: BOT, BANNER, COCI 63 None
Revision

MNon Substantial Course Stage 8: BOT, BANNER, COCI | 68 MNone
Revision

View Workflow

| View Status

View COR
View Change Report
View Impact Report
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If a course needs correction, there will be a notification sent by eLumen. To see the
items that need correction, please review the comments in the various sections or

review the Activity Log
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Date/Time Activity Type User Role Stage
All - Requested for Change - Search by User Search by Role Search by Stage
TJ Seiit back
[ Forwarded
Part Actions
[ Reviewed

§ur search criteria.

(] App
I v Requested for Change ‘]

(J Unreviewed

[0 Unapproved
(J Removed Request Change
-

0 Total Show: 10  entries

Any required fields will need to be completed before saving/submitting proposal

Workflow Tools o ~

Workflow Guide o Activity Log

Required fields to Submit
The following required fields are not yet complete, complete them in order to submit the workflow to the next stage

- SAM Code

Internal Rules Validation
+ TOP Code is vocational, please set SAM Code
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