eLumen Quick Guide

NEW COURSE DEVELOPMENT

Step 1: Select the faculty role from the drop down menu. This drop down menu will
list all roles assigned to you.

You will then select the Discipline you will be working in. This drop down menu will
only have the disciplines you are assigned to in this role.
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Step 2: Select the Curriculum tab. Once you have selcted the Curriculum tab you will
see any workflows that you have started in the Dashboard.
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Step 3: Select the Curriculum Library tab. Once you have selected the Curriculum
Library tab you will see every active course listed. From here you can select the
“New Course” button.
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Step 4: After selecting the “New Course” button. A pop up will appear with
workflows that begin with a faculty member. Select the “New Course Development”
option.
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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 field Add Cross List Course

Course Code (CB01) * Course Title (CB02) * TOP Code (CBO03) *
Enter Course Title Select a TOP Code v

Subject Number
CIP Code Discipline * Course Description *

Select a CIP Code A Select a Discipline v Course Description

s

SAM Code (CB09) Course Control Number (CB00)

Select a SAM Code -

Delete Workflow Save as Draft D
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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.

the workflow, Stage1.

Submit Workflow Confirmation

Select "Submit" to send  TEST106 - Test - New Course Development  to the next stage in
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Articulation Officer

Department Coordinator

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

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

ABDY213

4 Course Title

Basic Auto Body Repair

Basic Automotive Refinishing

Advanced Auto Collision Repair |

Advanced Auto Collision Repair

Workflow Template

MNon Substantial Course
Revision

MNon Substantial Course
Revision

MNon Substantial Course
Revision

Mon Substantial Course
Revision

CSV Downloads

- Select Report -
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Workflow Status

Stage & BOT, BANNER, COCI

Stage & BOT, BANNER, COCI

Stage & BOT, BANNER, COCI

Stage & BOT, BANNER, COCI

Days In Stage

78

68

68

68

Chair Report

None

None

None

None

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

Workflow Tools e A

Workflow Guide 9 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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